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Clothes by Kasper of Arnold & Fox. Bridal 
Shower Decorations & Gifts by Dennison 


alive after five... thanks 


And no wonder—electricity does 


the work—helps today’s smart 
women of letters turn out such 
truly beautiful work in so little 
time, with so little effort and so 
pleasing to the boss. 








Remington Rand salutes the Secretary... First Lady of American Business... during National Secretaries Week, April 24 — 30. 





*‘Afternoon Blur'’—otherwise known as 


Eye Fatigue— is familiar to everyone whose job 





involves long sessions of typing and paper handling. 


Few offices are without this ‘optic ogre 
and accuracy... 


PANAMA-BEAVER solves this problem... 
keeps production in full swing from 9 to 5 
with a complete line of products engineered 
for better vision! 

Take the new EYE-SAVER Uni-Master for 
spirit duplicating. Fuller-bodied, uniformly 
coated, it now comes in a soft, glare-free 
tint that relaxes the eyes, relieves harsh 
contrast, permits faster work. 


"" that reduces efficiency 
runs haywire with office costs. 





Panama-BEA VER 
iets “Chibi 


Coast to Coast Distribution 


MANIFOLD SUPPLIES CO., 
_-—s- 49 Rector Street, New York 6, N. Y. 


And you'll find the same scientific “Vision / 
Engineering” in all PANAMA-BEAVER 
products, from Hypoint colored carbon 
papers to Lustra Colorful Inked Ribbons 
that harmonize with all papers and letter- 
heads. 

MAIL COUPON BELOW TODAY and dis- 
cover what PANAMA-BEAVER “Vision 
Engineering” can do in your office! 
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MANIFOLD SUPPLIES CO. 
19 Rector Street, New York 6, N. Y. 
Gentlemen: 

Please have the Panama-Beaver representative show me 
i how ‘'Vision Engineering'’ can increase production and 
I 


cut costs. 
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Greetings and good wishes 
to America’s secretaries! National % 
Secretaries’ Week, April 23-30. 


“MY BOSS 
AGREES 

WITH 

ME!" 


The IBM Electric made a 
big hit with me the first time 
I tried it. Just a touch 
produces beautiful, uniform 
typing—no more “pounding 
a typewriter” for me! 

And is my boss happy, too! 
He says our new “IBM letters” 
are so distinctive they build up 
company prestige and even help 
to clinch some new business. 

I turn out my work in 

far less time, too, because it takes 
so much less effort. IBM “power 
typing” has given my job— 
and me—a real lift! 

You and your boss can get 
more information and an 
IBM demonstration by calling 
your nearest IBM office 

or writing to International 
Business Machines Corp., 

590 Madison Avenue, 


New York 22, N. Y. 








IBM ELECTRIC 
TYPEWRITERS |... OUTSELL ALL OTHER ELECTRICS COMBINED! 


TRADE-MARK 
























Raster Greetings 
"Fao YOUR NATIONAL OFFICERS 


At this happy season—the arrival of spring, when even 
the tiny violet aspires to blanket the forest with beauty, 
may we extend to you our wishes for the fulfillment of 
your aspirations in your home and professional life. 


May you renew your pledge to uphold the ideals of and 
awaken a glowing interest in NSA. 


And in the words of Saint Francis, 


“May the Lord bless thee and keep thee; 
May He show His face to thee, 
And have mercy on thee; 
May He turn His countenance to thee, 
And give thee peace! 
The Lord Bless thee.” 





from our readers 


Tauren 





Dear Gerardine: 

Our members enjoy The Secretary very much; and we 
are sure that everyone who reads it in the four high schools 
for whom our chapter is entering subscriptions will agree 
with us and will look forward to each new issue. 

Helen M. Fox, Corr. Sec’y 
Winifred E. Sequin Chapter (N.Y. ) 


Dear Jerry: 

1 must take time our to tell you how much we all enjoy 
the issues of The Secretary. it is a privilege to place it on 
desks and in vantage points in our offices where it may be 
seen and also enjoyed by our friends and employers. 

Jeannette V. Brewer 
St. Louis Chapter ( Mo.) 
Gentlemen: 
We receive a copy of The Secretary every month and 
enjoy all the helpful columns and hints printed in the 
Modern Office Methods page. I look forward to the next 
issue with great interest. 
Donna M. Schmick 
The J. C. Georg Corp. 
Syracuse, N. Y. 

Dear Jerry; 

I'm always amazed and elated when I receive The Secre- 
tary. The new covers are exceptionally well done and very 
clever ideas. The progress made in giving us information 
through this medium shows the progress our Association 
has made through the years. We are proud of The Secretary. 

Bess Oliver 
Tower Lights Chapter 
Austin, Texas 


Dear Jerry; 

I've been intending to tell you how much I like the cov- 
ers of The Secretary. They're fun to see (and sometimes 
figure out), and so—-so appropriate! 

Eunice Graham, CPS 
Capital Chapter, Washington, D. C. 
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UMBLE THYSELF IN ALL THINGS AND TO 
THINE OWN SELF BE TRUE. 

We are members of a professional association; we are 
members of the secretarial profession; we are part of the 
great business empire that has been established in the 
country we are privileged to live in; and these very factors 
cause us to carry certain responsibilities. 

Humble thyself in all things .. . this must be done if we 
are going to learn the many things that are there to be 
learned. None of us knows everything. Each one of us is 
only half as great as we might be, and only half as good in 
our profession as we might be because we have used only 
half of our capabilities. By humbly recognizing these facts, 
and by giving a certain portion of our time to learning new 
trends, we will be able to make ourselves better secretaries. 

.. and to thine own self be true. If we are going to be 
true to Ourselves as secretaries, and to our communities as 
good citizens, we must work toward a definite goal. We 
cannot give half-measures and still be true to the ideals 
which have been established by those who have gone be- 
fore us. 

Think about these things when you are considering the 
opportunity you have to become a Certified Professional 
Secretary. Are you being true to your own self when you 
hang back reluctant to try it, thus refusing yourself the way 
to self-improvement? 

Think about these things when your chapter is requested 
to render a service to the community—a service that re- 
quires the assistance of every member, not just a few. 

And by all means think about these things as you discuss 
the future of our Resort-Home project. We must truly 
humble ourselves in our thinking of the needs of our fu- 
ture if we are going to make our goal. Again the helping 
hands of each member are needed—the assistance of a 
handful of members is not sufficient. 

If you will only THINK about the wonderful progress 
that has been made by YOuR Association, and then realize 
that its future lies within your hands, there can be but one 
answer—an overwhelming urge to be an active stockholder, 
a real worker and a staunch supporter of the national 
projects. 


Cordially yours, 


National President 


The Secretary 
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Try Underwood’s new chip-resistant nail polish, “Underwood's Red 


6 free! Beauty consultants styled it for secretaries. Brilliant red stays 
04 on and on. Type us a letter on your office stationery, asking for it: 
§ @ Underwood Corporation, Dept.S, One Park Avenue, N. >, N. >. 
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underwood 


THE NEW UNDERWOOD 150 
IS THE TYPEWRITER DESIGNED TO KEEP 
YOUR HANDS LOVELY TO LOOK AT 


Exclusive half-moon keys: Formed 
to fit fingers. Half-moon tops mean 
fingernails never touch the keys. No 
more worry about short unfashion- 
able fingernails, chipped nail polish! Exclu- 
sive touch tuning: Stubborn typewriter keys 
often give girls rough, widened fingertips. Un- 
derwood’s touch is kitten-soft. 28 easy-to-set 
touch variations! You choose touch to suit fin- 
gertips, always look fresh from the manicurist! 





Two important improvements make the new 
Underwood 150 the typewriter most wanted 

by the girls who make business hum. Under- Rw 
wood has always been designed with the user 
in mind, That’s why it’s so good looking and 
has so many extra features to make turning 
out crisp clean work practically automatic. 
Now, look how Underwood and Underwood 
alone helps you keep fingernails and hands 
lovely to look at, lovely to touch! 


Telephone your Underwood man and ask to see the new. Underwood 150. Get the 


Ur number from the yellow pages of your phone book. sj, 
UNDERWOOD BREA CORPORATION 


Ss 











Underwood Salutes America’s Secretaries no eet 


i i r ies Week, April 24-30 . - , 
ee eS Sonne ONE PARK AVENUE, NEW YORK, NEW YORK 











simplified for the busy secretary 


a 


by WALTER R. STROTHMAN, C.P.A. 





STANDARD COSTS 


easy to calculate if all units were exactly alike. Al- 
though there are very few businesses which make only 

one product, even those concerns are faced with three prob- 
lems which demonstrate the desirability of employing a 
system of standard costs. These problems are: 

1. Profit planning or forecasting 

2. Profit control 

3. Valuation of inventories 
Those of you who read the two preceding articles on budg- 
eting learned that the orderly operation of a business re- 
quires planning and control. Last month we saw how man- 
agement can apply itself most effectively to the control 
task by concentrating on the trouble spots or “exceptions” 
shown by variances in budget reports. A standard cost sys- 
tem is merely a variation of the budgetary exception prin- 
ciple in cost control. Whereas in budgeting we were con- 
cerned with predicting and controlling expenses, in a stand- 
ard cost system we are concerned with predicting and con- 
trolling the unit cost of a product. As we learned earlier, 
cost consists of three elements: direct labor, direct material 
and overhead. In a standard cost system we generally think 
of direct labor and direct material being controlled by 
means of “standards” and of the overhead being controlled 
by means of a manufacturing expense budget. 

The standards for labor and material are established in 
various ways; but let us assume for the moment that we 
have a labor force capable of producing ten units of product 
per man hour, and that the hourly pay rate for the regular 
crew is $2. If these production and pay rates were consid- 


T= UNIT COST of a manufactured product would be 




















Cleans type CLEANER! 
Handy dauber whisks 
away dirt and goo in sec- 
onds! Non-inflammable, 
absolutely safe. Slow- 
evaporating, hence eco- 
nomical. Look for the 
smart new orange-and- 
blue carton on your 
dealer's shelves. 


NO CARBON-TETRACHLORIDE 
60¢ at all stationers 





and typewriter dealers 











ered to be the standards, we would say that the standard 
labor cost per unit was 20c ($2 divided by 10 units). Now, 
suppose the plant superintendent receives a report showing 
that 1000 units were produced at a labor cost of $247.50. 
He would know, immediately, from the variance column 
in the report that there had been incurred an excess labor 
cost of $47.50. Just knowing that much, promptly, is valu- 
able to him; but a good standard cost system will go further. 
It will usually provide an analysis of the labor variance as 
between the effect of off-standard time and off-standard 
rates. Thus, the analysis would show: 
Actual cost 1,000 units 110 hours at $2.25 $247.50 
Standard cost 1,000 units .....100 hours at 2.00 200.00 

Variance . 10 hours $ .25 $ 47.50 
Variance consists of: 

Time variance 10 hours at $2.00 $ 20.00 

Rate variance .110 hours at —.25 27.50 
Investigation then shows that the foreman borrowed from 
another department some men whose base rate was $2.25 
per hour; there were insufficient men scheduled for his de- 
partment that day. Further investigation shows that, be- 
cause of delays in bringing material to the men, they were 
idle a total of 10 man hours, with a resulting excess cost of 
$20. Prompt knowledge of these two types of variances in 
labor cost guided the superintendent in looking for and 
eventually finding a bottleneck in the material handling 
procedures and prompted him to schedule enough men with 
the appropriate lower skills (and rates) for subsequent op- 
erations. 

With a conventional, or so-called “average” cost system, 
the excess labor costs and their causes might not come to 
light for a long time, if ever, because comparisons with 
standards and calculation of variances are not provided for 
in the day-to-day operation of such a system. Moreover, 
with the use of an average cost system, the identity of the 
excess labor cost would be lost in the overall variation in 
average cost from month to month, because such variations 
would also include the changes in average material cost and 
in average overhead cost. 

Another feature of a conventional or average cost system 
is that product inventories are generally priced at average 
cost. This means that any excess costs included in the aver- 
ages are automatically included in the total inventory 
amount on the balance sheet and. therefore. both the profits 
and the current financial condition are overstated. On the 
other hand, by pricing inventories at standard cost. we 
automatically exclude all of the excess costs and therefore 
recognize the losses from these causes as they occur. 

Next month we shall consider the use of standards in the 
control of material costs. 


The Secretary 





Home Study Courses 


by THE NATIONAL EDUCATION COMMITTEE 


nounce that the University of Illinois, after consulta- 

tion with the Illinois State Division of The National 
Secretaries Association (International), has developed a 
correspondence program of training for the upgrading of 
secretaries. 

Many of these courses have been specially designed to 
meet the specific needs of top-level secretaries. Others have 
been selected from the regular correspondence offerings of 
the University. 


Te National Education Committee is pleased to an- 


The program has two distinct phases: 


The first is designed to provide courses which might be 
helpful to secretaries planning to take the certifying exam- 
ination developed by the Institute for Certifying Secretaries. 
The other portion of the program looks toward the ultimate 
development of a series of courses of a still more compre- 
hensive scope, leading toward a certificate in secretarial 
administration from the University of Illinois. 

Some of the courses will carry University credit. Others, 
while not being credit courses, will be particularly tailored 
toward the needs of professional secretaries and will count 
toward the secretarial certificate program. 

Secretaries preparing for the CPS examination may en- 
roll for those particular courses which they deem necessary 
for adequate preparation for the examination. They need 
not take the entire list, and they should not plan to enroll 
for more than two courses at one time. 

Some courses have specific prerequisites for enrollment. 
This will mean that in some cases the applicant will need 
first to take the basic courses, or have earlier training in the 
same or a related subject. The academic department of the 
University may waive these prerequisites for a student with 
special qualifications. 

While the complete program is still in the process of 
development, the courses that are presently available, or 
which will be available in the near future, are as follows: 


Accountancy x105—Accounting procedure. This course will 
provide training in the interpretation of accounts and 
accounting records. 

Prerequisite: A basic course in principles of account- 
ing. 
Credit: 3 semester hours college credit. Tuition: $15. 

Business Education x112—Shorthand Review 


Credit: 3 semester hours college credit. Tuition: $15. 
Prerequisite: A basic course in shorthand. 


Business Law x100—Basic principles of Business Law 
Prerequisite: Accountancy x105 or equivalent and a 
course in general principles of economics. 

Credit: 3 semester hours college credit. Tuition: $15. 


Economics x214—Public Finance and Taxation 
Prerequisite: A basic course in general principles of 


economics. 
Credit: 3 semester hours college credit. Tuition: $15. 


(continued on page 32) 


The Secretary 








WITH THE ExcLUSIVE ECONOMIZER BOX 





PATENTED EFFICIENCY 
in CARBON use 


(1) Automatic alignment. 

(2) Automatic rotation of sheets of carbon gives 25% 
more wear. 

(3) Automatic warning of last typing lines. 

(4) World's easiest and most convenient carbon to 
handle. Hands do not touch the coated surface. 

Distributed by Kee Lox Branch Offices in Major 

Cities and by a Growing Network of Authorized 

Dealers. 

Samples sent only on request when letterhead of 

company is used. 


DEPARTMENT S4 
Kee Lox Mfg. Co., Rochester 1, N.Y., U.S.A. 


Kee Lox “Pal” Erasaguard 
each 50c in any quantity. 









The office visitor who is made 
to feel welcome, whether he be 
a client or a.salesman, is a new 
friend gained for the firm or 
an old friend secured. 


Good manners help in Business 





—So then, he said to her! There is no 
place for gossip in any business office. 





No matter how bright the girl on the tele- 
phone may be, she can only keep her mind 
on one conversation at a time. Her co- 
worker, who insists on talking to her 
while she is busy on the telephone, is 
guilty of one of the most frequent breaches 
of good etiquette. 


Ten 





VERY office worker, from the file 
BH clerk up, can be an ambassador 

of good will for her company. 
Too often, however, young people be- 
come ambassadors of ill will for their 
employers, either because of unfamiliari- 
ty with or contempt for the simple prin- 
ciples of office etiquette. 


All office visitors deserve the courtesy 
of a friendly smile from the secretary or 
receptionist who greets them. If they 
must be turned away, it can be done 
just as competently in a gracious, friend- 
ly manner, which may win a new friend 
for the firm. 


When a visitor has a long wait, he 
deserves the courtesy of occasional re- 
assurances that “Mr. Jones will be with 
you soon” or “I'm afraid it will be about 
half an hour.” He should be shown a 
place to hang his coat and given a maga- 
zine Or newspaper. 


The most gracious manner can still 
leave the visitor feeling uneasy if the 
office worker or her desk look messy or 
dirty. Powdering one’s nose has never 
become a public function and the girl 
who whips out her compact and uses it 
at her desk is displaying a lack of good 
taste. 


A two-year-old dressy dress may not 
be quite right for this year’s party but 
it’s all wrong for the office, too. The 
heavy perfume, fancy jewelry and in- 
tricate hair-do that look so well at Sat- 
urday night's dance have no place in the 
office; neither does last night's corsage. 


The treatment of co-workers is one 
of the best showcases for real gracious- 
ness. Your fellow workers have a perfect 
right to expect that no one will talk to 
them while they are on the telephone 
nor shout across the room to save a few 
steps. They have the right to expect 
that in matters of responsibility no one 
will “pass the buck” and that informa- 


tion about office business or the person- 
al life of the staff will not be repeated 
to anyone, in or out of the office. 


Courtesy should not end, however, 
with the minimum expected. It is the 
extra, unexpected courtesies that are the 
most appreciated —the personal notes 
sent to a member of the staff who is ill 
or who has lost a close relative; the 
small bouquet or single rose to welcome 
back a returning worker and the un- 
solicited offer on a snowy or rainy day 
to bring back lunch to an ailing or elder- 
ly co-worker. 


Admiration of a co-worker’s new coat 
or dress, a friendly word of greeting to 
the shy new file clerk, the use of the 
janitor’s name in your greeting to him 
—all are courtesies that will be long re- 
membered. 


The use of first names may seem 
friendly and “modern” but it is still not 
correct to call a superior or an older 
person by his first name, to his face or 
behind his back, unless he has asked you 
to do so. This applies to the janitor as 
well as the first vice president. 


Any employer has the right to expect 
punctuality, neatness and courtesy—but 
most of all, he has the right to expect a 
smile, whether the task assigned is the 
entertainment of a visiting movie star 
or the cleaning out of the dustiest old 
files. 
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In its Women at Work feature in the 
May issue, which will appear on the 
newsstands just in time for National 
Secretaries Week, Charm magazine will 
salute three NSA members: 

Mrs. Lily Okura of Omaha, Nebraska 

Miss Margaret Palmer of Columbia, 

Missouri 

Mrs. Virginia Townsend of Chatta- 

nooga, Tennessee 

Congratulations to these outstanding 
NSAers and merci beaucoups to Charm 
for this fine publicity. 





The Secretary 











APRIL 1955 


aplateseril 
secretaries 
week 








25 26 37. 28 29 30 


YATIONAL SECRETARIES WEEK 

N was established to honor the 

First Lady of American Business 
—the Secretary. 

The National Committee for Nation- 
al Secretaries Week has sent you a great 
deal of material to assist you in formu- 
lating plans for the Week. Thus they 
have completed their mission, for their 
objective has been to guide you in your 
planning, not to completely lay out the 
program for you. Each individual chap- 
ter has the responsibility of making this 
annual event an outstanding success. 

Yes, NSA is BIG BUSINESS, and the 
events of National Secretaries Week 
prove it. The eyes of the entire country 
will be on our Association during this 
Week. Through the events that have 
been planned by our chapters, all secre- 
taries of the nation are being honored 
for their part in the building of Ameri- 
can business. 

The Secretarial Institutes that were 
held prior to National Secretaries Week, 
and those being held during the Week, 
are open to all secretaries. Our Associa- 
tion is recognized by top management 
for the efforts we are constantly making 
to uphold the high standards of the sec- 
retarial profession. 


_ The Secretary 


by LILYAN MILLER 
National President 


We appreciate the cooperation of the 
Office Equipment Manufacturers Insti- 
tute, co-sponsors of the Week with our 
Association, in assisting us to bring rec- 
ognition to the secretarial profession. 
Through their co-sponsorship of Na- 
tional Secretaries Week, OEMI is aiding 
us by supplying posters and by making 
the facilities of its local offices available 
to our chapters. 


There is no question but that better 
secretaries mean better business, and The 
National Secretaries Association (Inter- 
national ) takes pride in leading the way 
and blazing the trail for the continued 
high standards of our chosen profession. 


National Secretaries Week is our way 
of telling the American public how 
proud secretaries are of the part they 
play in the drama of every day business. 
As citizens of these United States of 
America, we are part of a rich heritage. 
As good citizens we want to add to that 
heritage. And as good secretaries we do 
our part by assuring not only our own 
employers but every American business- 
man that we are constantly alert to im- 
prove our secretarial abilities with the 
full knowledge that better secretaries 
mean better business. 











That's right—this Vic- 
torian lady, laboriously 
pounding out a letter on 
a side-action Oliver ma- 
chine, never heard of 
EraserStiks. They weren't 
invented in her day. 


But today’s modern Sec- 
retary and Typist is as de- 
voted to her EraserStik as 
she is to her favorite make- 
up. Because she knows 
that this white-polished, 
pencil-shaped, wood-cased 
beauty makes erasing a 
breeze. A quick flick and 
the error has vanished, 
leaving no tell-tale ghosts. 


Save yourself criticism. 
Turn out beautiful letters 
with the help of Eraser- 
Stik. Get a few today. 


*For best performance 
expose rubber point 
about 3/16”. 


7099B. |. 








AW-FaBER ERASERGTIK GLEE) v5.0. 
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How NSA 
yill observe 


NSW... 


by PAULINE H. PETERS 
Chairman, National Secretaries W eek Committee 


ATIONAL Secretaries Week and National Secretaries 
Day are four years old. 

During the week April 24-30, and especially on Wednes- 
day, April 27, the nation will pay tribute to the American 
secretary for her significant contribution as a member of 
management’s team in the development of the business 
world. 

Some 300 NSA chapters throughout the nation will ob- 
serve the Week with functions designed to promote the 
objective of The National Secretaries Association (Inter- 
national ) —the elevation of the professional stature and per- 
formance standards of all secretaries. It is obvious this goal 
is as important to business, government and the professions 
as to secretaries. 


Secretarial workshops will highlight the Week in many 
cities. Decatur (Ill.) Chapter, less than a year old, is re- 
ceiving assistance from the Secretarial Science Department 
of Milliken University in planning its seminar; special rates 
will be offered students of the University and local high 
schools. 


Glass City Chapter will hold its workshop at Toledo 
University; NOMA and other secretarial groups in the 
city will participate. South Bend and Elkhart Chapters will 
co-sponsor a one-day secretarial conference with the co- 
operation of their Chambers of Commerce; South Bend also 
plans a luncheon on National Secretaries Day; and on Boss 
Night will select its Secretary-of-the-Year and present its 
scholarship award. 


New York University will conduct a workshop co-spon- 
sored by New York City, Gotham, Bronx County, Brooklyn, 
Staten Island, Garden City and White Plains Chapters. On 
Sunday, April 24, these chapters will invite Newark and 
Hackensack Chapters, as well as non-member secretaries, 
to attend an NSA Inter-Faith Communion Breakfast in the 
Sert Room at the Waldorf Astoria; a Rabbi, a Minister 
and a Priest will take part in the program and an eminent 
lay speaker will make the main address. Members plan to 
visit radio and television programs to participate in contests 
offering money prizes, with winnings to be sent to the 
NSA Home Fund. 


In cooperation with NOMA, Lansing Tuebor Chapter 
will present an institute at Michigan State College, featur- 
ing exhibits by representatives of OEMI; following ad- 
dresses to secretarial students, the chapter will celebrate 
National Secretaries Day with a dinner. 


The University of California is cooperating with Lake 
Merritt Chapter in planning a panel discussion; two hun- 
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dred non-members have been invited to participate. Poppy 
Trail Chapter has worked with Fresno State College in de- 
veloping its institute plans; an installation tea will initiate 
the Week, and a Secretary-of-the-Year Dinner is set for 
NSD. 

“Public Relations and the Secretary” is the feature panel 
arranged by Crossroads of America Chapter in Indianapolis; 
members will speak before professional groups and invite 
secretarial students to their offices; at an NSD dinner a 
Secretary-of-the-Week will be chosen. 

Colorado State Meeting will be held in Denver during 
NSW, with Columbine, Evergreen and Littlewood Chapters 
acting as co-hostesses; a workshop will be presented for 
all secretaries in that area. 


Two Florida Chapters have outlined most ambitious 
schedules for the Week. Miami Chapter will kick off with 
an institute at the University of Miami on Saturday, April 
23; Monday—visit to night court; Tuesday—tour of Tele- 
phone Company; NSD—box luncheon and fashion show; 
Thursday—Boss Night Banquet aboard the SS Queen of 
Nassau; Friday — Secretaries Breakfast; Saturday — Beach 
party. Gulf-to-Bay Chapter plans for Sunday, April 24, in- 
clude group attendance at church in the morning and mem- 
bership tea in the afternoon; Monday—telecast skit over 
WSUN-TV, with members pantomiming the “Typewriter 
Song”; Tuesday—box supper and fashion show; NSD— 
beach party; Friday—regular CPS study course; winding up 
the Week with secretarial institute on Saturday. 


Birmingham’s institute will be presented at the Univer- 
sity of Alabama Extension School; a Bosses Luncheon is 
scheduled for NSD. The Gastonia, N. C. workshop will con- 
sist of short sessions each evening during the Week. Nola 
Chapter (New Orleans), little more than a year old, will 
present its first workshop, featuring office equipment ex- 
hibits and a buffet supper. 


Ten-month old Portland Chapter will inaugurate NSW 
by installing a new chapter in Lewiston, Maine! Manage- 
ment will be invited to attend the monthly meeting, with 
a panel as the program headliner; on NSD prospective 
members will be entertained at a Kaffee Klatch and NSA 
telecast. Members will attend the New England Conference 
in Springfield, Massachusetts, April 29-30. 


Altoona Chapter will hold its annual Boss Night during 
NSW and will entertain non-members at a luncheon on 
NSD; the chapter has made extensive arrangements for 
displays during the Week at the Chamber of Commerce, 
Public Library, department and furniture stores and public 
utility company. Pittsburgh Chapter will start the week 
with its Executives’ Wives Luncheon, at which scholarship 
awards will be presented. 


Typing demonstrations and office equipment displays 
will preface Cincinnati Chapter’s NSD luncheon, to which 
non-members and their bosses have been invited; the speak- 
ers will be CPSers. Duneland Chapter will sponsor a Sec- 
retary-of-the-Year contest, with winner to be announced 
at NSD luncheon; Genevieve Lenz, 1954 national Secretary- 
of-the-Year, will be guest of honor; the chapter's scholar- 
ship award will be presented at the luncheon. 


Atlanta Chapter has scheduled an extensive program: 
luncheon honoring the Secretary-of-the-Year; spelling bee 
at a civic club luncheon, with management personnel and 
secretaries as contestants; dinner for secretaries completing 
refresher courses and presentation of scholarship for ad- 
vanced secretarial studies. 
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Sunday Breakfast followed by group church attendance 
will begin NSW for Oakland Chapter; a tour of Orlando 
Sentinel-Star and a luncheon honoring prospective members 
are also scheduled. Montgomery Chapter will hold its an- 
nual Boss Night and has arranged a fashion show for all 
secretaries in the city. 

Baltimore Chapter will highlight the Week by a contri- 
bution of one hour's pay from each member on National 
Secretaries Day to the NSA Resort Home; a tea honoring 
members’ mothers has been set. 


Representatives of OEMI and Little Rock Chapter jointly 
will invite secretaries and management to participate in an 
evening program having for its theme, “Today's Secretary 
Looks Ahead.” The panel subject is “Invest In Your Future,” 
following the Underwood Corporation film “Duties of a 
Secretary”; a buffet supper and fashion revue will conclude 
the evening. The chapter plans a Career Day program with 
“Future Business Leaders of America” and other senior 
commercial students of the high schools. 


Albuquerque Chapter has also scheduled Career Day pro- 
grams; their speakers bureau will appear before local service 
and professional groups; extensive radio and TV coverage 
is planned, including a fashion show with NSA models. 


California chapters list a variety of NSW activities. 
Queen Beach Chapter will hold its fourth annual Secretary- 
for-a-Day event on NSD; members will invite to their of- 
fices graduating secretarial students, a project highly popular 
with students and educators. Secretarian Chapter in San 
Bernardino will invite other secretarial groups to a joint 
meeting, at which CPS will be spotlighted. Bosses Luncheon 
at the famed Mission Inn will spark NSW for Lado del Rio 
Chapter in Riverside; on this occasion the Secretary-and 
Boss-of-the-Year are honored; non-members and their em- 
ployers will be invited. A dinner, panel program, presenta- 
tion of scholarship and a fashion show will mark NSD for 
San Diego Chapter. San Fernando Valley Chapter of Bur- 
bank will hold its annual Boss Night and members are 
invited to speak at high schools, service club luncheons and 
Chamber of Commerce dinner. Santa Monica Chapter will 
tour the Evening Outlook plant; chapter members will give 
talks to business and professional organizations. San Jose 
Blossom Valley Chapter will honor bosses at a luncheon. 


Capital, Executive and Presidential Chapters in Washing- 
ton, D. C., will jointly sponsor a Financial Forum for Sec- 
retaries. 

Texas will teem with workshops during NSW—Amarillo, 
Corpus Christi, Dallas, El] Paso, Galveston, Houston, Orange 
and Port Arthur. Desk Set Chapter will hold a luncheon on 
NSD; Woodworth Chapter will select and honor its Secre- 
tary-of-the-Year; Orange Chapter will attend church in a 
group and hold its first Boss Night; Sun and Sage members 
will address graduate groups in high schools and Texas 
Western College. Southmost Chapter plans group church 
attendance and a brunch to inaugurate the Week and a 
dinner in honor of its Secretary-of-the-Year on NSD. 


Houston members will visit graduating secretarial classes 
and invite the students to their offices. The Shamrock Hotel 
will be the scene for a mid-week luncheon and fashion 
show. “The Road to Secretarial Success” is the theme of 
their seminar, with three members of the Institute for Cer- 
tifying Secretaries as panelists. 

Big D Chapter’s third annual NSW workshop will fea- 
ture a management panel moderated by Dean Ruth I. 
Anderson and a screening of “The Right Touch,” a new 
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film produced by IBM with technical advice fron NOMA, 
UBEA (United Business Education Association) and NSA. 
Members have been invited to address secretarial science 
classes at high schools, business schools, Dallas College and 
Southern Methodist University, as well as business and pro- 
fessional organizations. Big D will hold an open house for 
non-member secretaries on NSD, also an annual event. 


In addition to Dallas, the IBM film will be shown during 
NSW in the following NSA cities: Atlanta, Elmira, Fresno, 
Houston, Jefferson City, Moline, Nashville, Peoria, Reading, 
San Jose, Schenectady, Scranton, Tacoma and Waterloo. 


From coast to coast representatives of OEMI are working 
with chapters in planning programs, procuring speakers, 
arranging displays and exhibits, and publicizing NSW 
activities through their contacts with management. 


Chapters throughout the country report cooperation on 
publicity from the press, trade publications, house organs, 
radio and television stations. Most chapters have scheduled 
at least one radio or TV interview for officers or CPS 
holders, and have set up feature stories to appear daily in 
the newspapers. 


With programs stressing educational and professional 
features, there is little wonder at the wide acceptance of the 
purpose of NSW by management. Therefore, we should be 
encouraged to set our sights high for the fifth observance 
in 1956. 
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SECRETARIES: Does your boss know how the new Steel- 
master Directoire can save work, time and effort? It brings 
everything desk-side under fingertip control on silent speedy 
casters, and is wonderful for getting all work done better . . . 
faster ... easier. Pays for itself in savings. New colors—Grey, 
Green, Frost Tan, Frost Green to match office harmonies. 

Write today, Dept. 63, for free folder on the Mobiler Directoire. 
AT YOUR FAVORITE OFFICE FURNITURE DEALER 
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by THURMENA MUNNS 
Chairman, Publicity, 
Chattanooga Chapter 
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“\HATTANOOGA—city of song and story—is the place 
( , you will be talking about for a long time, and re- 
membering all your life! Your convention city for 
the Tenth Annual Convention is noted for Tennessee 
smoked hams, red-eye gravy and hot biscuits and the warm- 
est hospitality this side of the pearly gates! This picturesque 
paradise has so much to offer in scenery that it is a mystery 
how anyone ever stopped looking long enough to grease a 
skillet to gain their reputation for hospitality and good 
southern cooking. 

World famous Lookout Mountain will be the first of 
the tours on the agenda of entertainment. The Secretary-of- 
the-Year Luncheon will be held on Thursday, July 21 at 
the beautiful Lookout Mountain Hotel, located on the 
Georgia side of the mountain. The view from this vantage 
point is one never to be forgotten. 

The tour, following the luncheon, will proceed to Point 
Park. This was the scene of a Union Victory in November 
1863—the Battle of Chattanooga—which secured that im- 
portant railroad center and opened the way for the Atlanta 
Campaign. From the terrace of the Ochs Observatory and 
Museum, high above the winding Tennessee River, over- 
looking Moccasin Bend, a comprehensive view of the 
Battlefeld of Chattanooga and the city itself may be ob- 
tained. On the parapet are markers to identify the more 
important troop positions, and maps are available to indi- 
cate the natural and historic features of interest. A National 
Park Service is maintained here. From Lookout Point 
fascinating foot trails, extending along the eastern and 
western flanks of the mountain, reveal unusual rock forma- 
tions typical of the area, and provide ever-changing and 
beautiful vistas of the countryside below. From the top of 
this mountain, it is said that seven states may be seen. 
On cloudy days, when even the birds are walking, you can 
easily see three states from this point. 

Rock City Gardens was developed by a resident of Look- 
out Mountain. It covers many acres of immense sandstone 
rock formations. Garnet Carter, founder of Rock City Gar- 
dens, developed and invented the original miniature golf 
course—the Tom Thumb. His originality and imagination 
have made Rock City unique in its fascination to young 
and old alike and at every turn in the trail there is another 
surprise of rare planting or panoramic view. Marvelous 
creations of man-made beauty of Quartz Crystal and the 
charming Fairyland Caverns intrigue the thousands of 
tourists from all over the world who visit this show place 
of the South every day of the year. 


A ride from the top of Lookout Mountain on the famous 
Incline Railway will be something each of you will want 
to take. This is the world’s steepest and safest incline rail- 
way known as “America’s Most Amazing Mile!” Located 
on Lookout Mountain are many of the loveliest permanent 
homes, perched on its east and west brows, and in Fairy- 
land there are many with incomparable views of the city 
below. 

Thursday evening will be free, except for those attending 
the CPS dinner. There are many other points of tremendous 
interest and value. The Chattonooga-Chickamauga National 
Park; the site of Grant’s Headquarters during the War Be- 
tween the States; Hunter Art Gallery; the new Chattanooga 
Airport at Lovell Field. 

The Friday tour and barbecue will acquaint you with 
entirely new sensations of pleasure. Immediately following 
adjournment of the business session on Friday afternoon, 
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July 22, buses and cars will leave on a sightseeing trip 
which will include Signal Mountain—famous for its view 
known as “The Grand Canyon of the Tennessee”—where 
the river cuts between Signal and Raccoon Mountains, and 
through which pioneers, on flat boats, settled this area. 

Rivermont Orchid Range, located on Signal Mountain, is 
the center of the orchid industry in the Southeast. They ship 
more than 100,000 orchids to all parts of the Eastern sea- 
board each year. It comprises several of the world’s finest 
collections, secured when these collections were in danger 
of being bombed in England and Belgium during World 
War II. 

Then there will be a drive over the new Chickamauga 
Lake Bridge (over Chickamauga Dam) and the sightseeing 
tour will terminate at one of the loveliest private clubs 
gracing the beautiful Chickamauga Lake section. A truly 
sumptious SUPER BARBECUE will be served by caterers 
—master craftsmen of the fine art of southern (you-all ) 
cooking. The best of many southern barbecue masterpieces 
will be featured, along with countless other delicacies for 
your enjoyment. 

For this occasion, it is suggested members bring play 
clothes, swim suits, as well as a light wrap or sweater 
against the cool lake breezes. 

After an evening of fun and relaxation the trip will re- 
turn via renowned Missionary Ridge for the breath-taking 
view of the city by night. This lake trip and barbecue will 
be optional, but we feel that no one attending the conven- 
tion will want to miss it, for it is truly a highlight of plan- 
ning for convention enjoyment. 

The cost is mo# included in the registration, but will be 
$7.50 per person, including transportation, sightseeing and 
the sumptious barbecue. Reservations will have to be made 
in advance and tickets will be sold in advance. A silvery 
new moon, waters of the Chickamauga Lake lapping against 
the tree lined shore—delightful entertainment with square 
dancing, good music—that will be the Friday night SUPER 
BARBECUE! 





This remarkable three-dimension study graphically details the 
heroic charge up Snodgrass Hill during the Battle of Chicka- 
mauga, at Chattanooga. The diorama is one of many modern 
means of illustrating the epic battle used at the nation’s largest 
military park. Relief maps with variable electric lights are also 
used to show the course of battle. Looking on at the diorama, 
shown above, is Park Superintendent Charles S. Dunn. 
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ASK Gord OF TWA 


HOW TO SAVE TIME AND MONEY 
FOR VACATION FUN 


Start your vacation on TWA, and enjoy the luxury of a 
fast, comfortable flight ...the bonus of extra hours, extra 
days for swimming, sunning or sightseeing. TWA’s bargain 
fares cater to a career girl’s vacation. And flying TWA 
means you have no heavy expenses en route .. . you have 
more money to spend on vacation fun. 


Why postpone that trip? The smallest down payment 
flies you wherever you want to go. On TWA’s Time Pay 
Plan. as little as $10.90 down flies you coast to coast... 
just $56.00 down starts you from New York to the most 
glamorous city in the world—Paris! You pay the balance in 
low monthly installments, spread over as long as 20 months. 


Make every minute count! Ask Mary Gordon of TWA 
how to get the most out of your vacation, whether you have 
one, two or three weeks to spend. She’ll tell you what to 
take to travel light and fashion-right ...how to pack in a 
third of the space...or will answer your special travel 
question. For more information, mail the coupon below, 
and get a flying start on your best vacation ever! 


i ea ene cae FILL OUT AND MAIL ——————-——— 


Mary Gordon of TWA, Dept. $45 
Trans World Airlines, 
380 Madison Ave., New York 17, N.Y. 


Please send me 
the following: 


C) Basic Travel Wardrobes, 
including packing tips 





“ NAME are 
(C) Skyliner Tours of Europe PLEASE PRINT 
West Coast Tours ADDRESS ae ncakansisidiiaiealh 
( Time Pay Plan crry_ ZONE STATE 






















most surprising things about you. It can tell how you 

will act under strain, and whether you are a hopeful, 
happy person, or one who looks at life gloomily. It even 
tells how your mind works. In fact, it reveals not only your 
emotional structure but the major and minor traits that 
make up your character. This science is called Grapho- 
Analysis. 


No woman needs to go through hours of tests and per- 
sonal consultations to get a complete picture of her person- 
ality. It can be given her by a skilled Grapho-Analyst, 
through the examination of ten to twelve pages of her 
handwriting. And this is not a mere list of traits, but a com- 
plete discussion even to pointing out the effect traits have 
on each other. Often these reports require 20 to 30 type- 
written pages, depending upon how complex the individual 
is. Neither is it necessary for the Grapho-Analyst to see the 
person whose handwriting is being analyzed. All of this is 
as true for men as it is for women. 


oo handwriting, science has discovered, can tell the 


However, these reports have a particular appeal to the 
ambitious woman because women are personality con- 
scious. Their contacts in business and social life prove to 
them daily that, in value, a pleasing personality often sur- 
passes talent. 


In an article on the “Secret Drives of Women” in Your 
Life magazine, Margery Wilson revealed that the majority 
of women attending her Charm Institute, wanted first of all 
to overcome self-consciousness. This included all ages. After 
that, their wish was to learn how they could impress them- 
selves on the world and to discover and fulfill their desti- 
nies. 

Incidentally, the desire to be fascinating to one man, or 
men in general, and which some people would expect to be 
first on the list, was fourth. 


Miss Wilson suggested that women should get rid of the 
fear of ridicule because the struggle with it consumes so 
much valuable energy. 


True, many women are afraid of ridicule, but they also 
build up other needless fears until life becomes burden- 
some and dull, instead of the happy adventure it is meant 
to be. Most of this is caused by their not understanding 
themselves. The Grapho-Analyst finds few people that do. 
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Handwriting analysis te 


By RUTH GUINN 


Certified Grapho-Analyst, Lafayette, Indiana 


When they do understand their basic reactions, these fears 
minimize or drop away completely. 

Getting the most out of life depends on your skill in 
controlling your personality traits. Whether you are in busi- 
ness or practising a profession, you will readily agree that 
where two or more people work together, personality con- 
tributes impressively to either success or failure. 


The meaning of strokes in your handwriting has been 
reached in Grapho-Analysis through years of concentrated, 
scientific research, which proved conclusively that these 
strokes and combinations of them reveal not only person- 
ality but talents. 

However, something more than talent and skill is re- 
quired to hold a job. According to Mr. Albert L. Nickerson, 
vice president and director of Foreign Trade, Socony- 
Vacuum Oil Company, a survey of 76 American corpora- 
tions revealed that a lack of skill was the reason given for 
slightly more than ten per cent of the discharges, BUT the 
remaining almost 90 per cent were due to character traits; 
also, that character traits prevented promotion in three 
times as many cases as did the lack of skill in work. 


The author once knew a skilled draftsman who was an 
annoyance to his employers because he would quit his job 
over some fancied mistreatment and would pout for weeks. 
The management tried out other draftsmen, but this man’s 
work was so exceptional they coaxed him back into their 
employ, but it never lasted long. Eventually they stopped 
trying to fit him into their organization. 

Then there is the person who has great personal charm, 
but who never does anything entirely right and the rest of 
the office staff has to carry added work because of it. 

Both Grapho-Analysis Personality and Vocational reports 
discuss the positive traits of the writer that lead to success, 
and the negative ones that retard a person from achieving 
what he or she wants in life. 

Sometimes when a person learns he has a number of 
negative traits he starts making radical personality changes. 
This is advised against strongly because sudden changes in 
habits can be very upsetting. 

Your combination of traits are a result of impressions 
you started to gather before birth and are uniquely YOU. 

Add to these impressions before birth, others gained from 
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the environment of the home, the school, church and social 
life outside of these organizations, and you come to the 
natural conclusion that no two personalities could ever be 
exactly alike. This is true particularly when you supple- 
ment these impressions with the different capacities to ab- 
sorb experiences. Some people are able to throw off any 
incident lightly, while others absorb experiences and form 
lasting memories. 

Life is largely a matter of emphasis and to get the most 
out of it you need to accent those traits that will carry you 
to success and minimize the negative ones that retard. But 
this operation should be taken care of GRADUALLY. 

The personality is a good deal like a piece of equipment. 
Your skill in handling it may depend on how much you 
know about its construction and operation and what it 
might do under strain. In like manner, if a person under- 
stands how she is going to react under strain and what her 
individual personality traits are, she is going to accomplish 
a good deal more through self-understanding than she 
would without it. 

People waste so much time in the trial and error method 
of choosing the work they want to do. Like the chap we 
met recently, who became a research chemist and gave it up 
because the monotony of running the same experiment 
hundreds of times overcame him. So he went back to col- 
lege for four more years and obtained a Ph.D. in another 
branch of science. He has not yet started to practice the 
newly-chosen profession, but it has possibilities of develop- 
ing considerable monotony. What actually defeated him 
was a personality trait he didn’t know he had. He will never 
be happy at work that requires his doing the same thing or 
something similar every day of the year. He needs variety 
and plenty of it. 

Sometimes people are capable of accomplishing far more 
than they want to accomplish. They think it takes too much 
effort to reach the top of a profession, so the Grapho- 
Analyst is sometimes asked to suggest work that requires 
less than the full use of all the individual's talents. 

Of course the person who is using all of her talents will 
make a better adjustment to life than the one who chooses 
to limit the use of them. A good deal is said and written 
about trying to place square pegs in round holes, and al- 
though this aphorism is worn threadbare, the practice is 
still as common as when the phrase was first invented, hence 
the need for Vocational Grapho-Analysis to avoid this. 

“Many of your important social needs are satisfied through 
your job,” states Dr. Reginald DeKoven MacNitt, well- 
known author, teacher and practicing psychologist of Day- 
ton, Ohio. “I have examined the test records of thousands 
of persons who have started along one occupational line 
only to discover the hard way that they did not have what 
it takes to succeed.” He also avers that, “Many feelings of 
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inferiority and failure could be avoided if persons were 
more realistic in their thinking concerning a choice of 
occupations.” 

The two lines of writing above should be of intense in- 
terest to every secretary who reads this article, for the wom- 
an who wrote them was among the first of her sex to enter 
“big” business. You can see by the date that this letter was 
written more than 37 years ago. She had then been em- 
ployed in this same office about twenty years, which places 
her first employment back in the 1890's. 

It is not possible to reproduce the full letter. 

The initiative and drive, the practical attitude of this 
woman caused her to leave her home town, where the usual 
pay for a stenographer was four to five dollars a week, and 
go to Chicago, where she was confident she would find 
worthwhile opportunity. 

It would be interesting to know how she chose the place 
she wanted to work, but it must have been with calculating 
thought. Notice the deep “v” formations in the “n’s” in 
“announcing” which indicate she would study a situation 
over very carefully and determine what it was worth to her; 
the logic in the flat-top “r’s”; the ability to size up a situa- 
tion quickly is revealed in the points at the start of the 
“r’s” in “dear” and “paper.” 

Once she decided what she wanted, all the qualities for 
reaching her objective would combine to help her: de- 
termination shown in the long, heavy strokes below the 
line; the persistence evident, particularly in the bow-knot 
joining of the “T” to the “h” in “The.” Once she was em- 
ployed, she could prove herself through her willingness to 
assume responsibility shown in the initial loop of “M” in 
“Mary.” Her approach would be smooth for she had a talent 
for diplomacy as shown in the gradual downslope of the 
“M's.” 

This woman was secretary to one of the biggest mine 
owners in the history of our country. It was her first job 
and she remained there until she retired. Her position for 
many years was important and highly remunerative. 

Here are further personality assets that contributed to 
her success. The ability to keep a secret and refrain from 
talking too much is shown in the closed e, a, and 0; to 
think for herself is shown in the short-stemmed “d” and 
“t”; her loyalty in the round dot over the “i.” In this in- 
stance the position of the dot does not indicate a good 
memory, but in other parts of the letter this ability was 
quite marked. The rest of the letter also showed that she 
could make decisions and stay with them. 

We have reached back sixty years into the 1890's to de- 
termine from handwriting how one woman succeeded 
against greater odds than now exist. But many of the basic 
character traits required for success remain the same. 
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HE YOUNG homemaker—or older one, for that matter 
—who is faced with the exciting task of furnishing 
her home may suddenly feel that she is in a maze. 
Unless she has some background in furniture styles and 
decorating, she may be understandably confused after read- 
ing advertisements sprinkled liberally with such terms as 
Duncan Phyfe, Early American, functional and what have 
you. 

A simple discussion of some of the major characteristics 
of today’s most popular furniture styles may aid the ama- 
teur home decorator. But first, several pointers about furni- 
ture construction in general can help the uninitiated get the 
best values for their money. Comfort and durability are 
even more important than style to the average furniture 
shopper. 

One point which should be cleared up is that “veneer” 
furniture is not necessarily inferior to “solid.” Somehow, 
through the years the thought has been firmly planted in 
many minds that “veneer” furniture is not as desirable as 
“solid.” This is not a fact. Today many of the finest pieces 
of furniture are made from veneers. There will be cheap 
veneers, of course, just as there are cheap solid pieces, and 
fine veneers just as there are fine solids. 

In buying upholstered furniture, the home decorator 
must depend on the manufacturer’s reputation and the re- 
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liability of the store, since she cannot examine the inner 
construction. But by asking a few questions she can learn 
whether she is getting the most for her furniture dollar. 
She should ask if the upholstered piece is cotton-cushioned, 
for in either highest quality or budget-priced furniture, 
cotton cushioning gives more value. It provides buoyant 
support, not too hard and not too soft. Cotton cushioning 
is carefully constructed so that upholstering fabrics will not 
“creep” or wrinkle. They conform to the contour of the 
piece and keep a smart, trim look. Any cleaning fluid that 
might be recommended for upholstery or slip covers can 
be used without fear of damage to cotton cushioning. This 
is not true of some of the newer types of cushioning. 

Today, the most popular furniture styles in this country 
are Early American, French Provincial, 18th Century Tra- 
ditional and Modern. 

Rugged simplicity characterizes Early American furni- 
ture. The original settlers of New England came to the 
New World for religious and economic reasons. Elegant 
entertainment and luxurious living were far removed from 
their world. Their furnishings were simple and practical 
with little ornamentation. Most of the pieces were solid, 
rectangular and low with straight lines. Principal woods 
were maple, oak, birch, pine, cherry and walnut. A warmish 
tan color prevails in the woods. In this group also falls the 
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Modern furniture is designed to meet the needs of 
today’s living, as is shown by this smart-looking 
group of cotton-cushioned, “television” furniture. It 
depends on line and color, rather than decorative 
detail, for its beauty. In modern furniture, as in tra- 
ditional pieces, quality of inner construction and 
woods is the key to value. Sectional pieces and unit 
furniture are favorites in today’s furniture designs, 
for they can be rearranged to suit space and activity 
requirements. 


Pennsylvania Dutch style—painted and stencilled furniture. 
Gate leg tables, trundle beds, ladder back chairs—these 
were some of the favorite pieces. Today’s interpretations of 
Early American furniture frequently are modified for added 
comfort and modern living. More luxurious cotton cushion- 
ing, a wider variety of styles and new finishing methods 
are used. 

French Provincial is somewhat parallel to Early Ameri- 
can, but its lines are smoother and more flowing. This group 
of furniture was adapted and simplified by natives in the 
French provinces from more ornate court styles created for 
the kings. Its simple form, characterized by curves at the 
base of cabinets, beds, chests and other pieces, somehow 
achieves an effect of formality with informality. Fruitwood, 
walnut, beech and oak were favorite woods in their mellow, 
natural finish. Brass and polished steel frequently were used 
for hardware. Many charming bedroom pieces are available 
in an off-white color. Toile de Juoy, damask and needle- 
point were fabrics used frequently. The graceful lines and 
beautiful fruitwood tones of French Provincial furniture 
have caught the fancy of American homemakers today. 

The term “18th Century Traditional,” or “period” furni- 
ture, encompasses a variety of different styles. Here's where 
the homemaker will run into such names as Queen Anne, 
Chippendale, Hepplewhite, Sheraton, Adam, Georgian and 
Duncan Phyfe. Each of these types has its own distinguish- 
ing features but, for commercial purposes, they are usually 
considered as belonging to this group. 

The 18th Century Traditional furniture is made up of 
more formal styles originated in England and France during 
that time. Mahogany was the universal favorite wood, with 
the exception of Queen Anne designs done primarily in 
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Graceful, flowing lines characterize French Provin- 
cial furniture. This type of furniture originally was 
adapted and simplified by natives in the French prov- 
inces from more ornate court styles created for the 
kings. This group is done in a mellow-finish walnut, 
a favorite wood for provincial pieces. It has luxurious 
cotton cushioning carefully constructed to conform 
to the contour of the piece for a smart, trim look. 
The simple form, with curves at the base of the 
pieces, achieves an effect of formality with informality. 


walnut. Elegance of design, a feeling of dignity, decorative 
detail, exquisite inlays, rich fabrics and classic influence are 
important identifying features. American designs of this 
period were patterned closely after the European but with 
a distinct American flavor. Duncan Phyfe (1790-1854) 
was the most famous U. S. designer of traditional furniture 
and his work continues to be widely copied today. 


“Modern” furniture dates from about 1925—and it is 
even now in its period of development. Taking its cue from 
the clean, trim lines of modern architecture, it is instantly 
identified by a smooth, uncluttered rather streamlined look. 
It depends on beauty of line rather than decorative detail. 
This functional furniture is created to utilize space effec- 
tively. There are many sectional pieces to be rearranged as 
they are needed. Light and bleached woods are often used; 
glass, plastics and other new materials also are employed 
in modern furniture. Upholstery colors run the gamut from 
pale pastels to vibrant hues, monocromatic schemes and 
unusual combinations. 


At present an important development in the furniture 
industry is toward the “transitional”—furniture combining 
features of both traditional and modern. 


A home should reflect each family’s taste and way of life. 
Home decorators should bear in mind that there is no set 
rule for sticking to a certain “period” or “style” throughout 
their homes. They will find that attractive combinations 
can make more interesting room arrangements. Knowledge 
of the basic types of furniture and decorating rules, how- 
ever, will serve as invaluable background in selecting fur- 
nishings that are in good taste and that express the person- 
ality of a home. 
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terested in the Certified Professional Secretaries’ pro- 

gram. Perhaps what has made the greatest impression 
has been the wonderful attitude expressed in the letters of 
those girls taking the 1954 examination. Many girls have 
expressed disappointment that they did not pass all sections 
of the examination. Many have requested a check to see 
whether any clerical errors might have occurred in report- 
ing their results to them. For the most part, whether the 
candidate passed or failed, she has indicated that she found 
the experience of taking the examination beneficial and 
does not regret having done so. 

Other comments have also been encouraging, and many 
have expressed thanks to the Institute for making the CPS 
examination possible. One girl wrote, “I thought the exam- 
ination was extremely difficult, but I would have been dis- 
appointed if it had not been.” 

Another girl said, “My employer was so pleased that he 
walked around all day with his chest thrown out and beam- 
ing like a proud father—the news was announced to every- 
one who walked through the door. He immediately con- 
fiscated your letter, passed it around to everyone, and this 
week he took it to our Home Office in New York.” 

One girl expressed an entirely new thought: “Most of the 
credit for this achievement must go to my parents who pro- 
vided me with a good education and to several fine em- 
ployers who supplied a great deal of valuable experience.” 
Have you girls thanked your employers for providing that 
“valuable experience”? 

Another new CPS holder wrote, “Your letter announcing 
my satisfactory completion of the CPS examination arrived 
so nearly on my birthday that I considered it a wonderful 
present. I prefer to think of the certificate, though, not as a 
gift, but as an award that has been earned.” 

Can you imagine any woman being in this dilemma: 
“Words fail, as words usually do, to express my feelings 
when I received the letter from you last evening. The worst 
part of it was, too, that it was nearly one o'clock in the 
morning when I arrived home so it was too late to phone 
anyone and I had no one to exclaim with but myself!” 

Another girl who passed the examination wrote, “I don’t 
know the reasons which prompted other secretaries to try 
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to qualify for CPS, but I used the examination as a yard- 
stick to see how I measured up with today’s higher stand- 
ards. It’s been a long time since I completed my formal 
education, and while I have studied constantly to improve 
my efficiency, there does come a time when one begins to 
wonder whether she is keeping up with the times. I feel 
ten years younger and would like to recommend qualifying 
for CPS as a splendid rejuvenator.” There’s an idea for any 
of you who may be feeling your years! 

On the other side of the picture, a girl who failed the 
examination on her first try writes, “I do not believe you 
could ever find anyone ‘sicker’ than I felt upon receiving 
the report of my attempt at taking the CPS examination 

. At first I thought I would not try again—not that I was 
exactly giving up, but just wondering whether I would ever 
be able to pass and whether the result would be worth the 
mental and physical strain necessary to be prepared before 
the next try. However, I would so very much love being a 
CPS that I am sure I will be trying again and again if that 
is necessary.” 

Another letter which shows the wonderful spirit of those 
taking the examination last year reads: “Thank you very 
much for the kind remarks in your letter of January 10 in 
which you informed me of my failure to qualify for certifi- 
cation on my third attempt with the CPS examination. I 
would like again to try for certification, even though it 
does involve a complete retake. My contact with the exam- 
ination has been stimulating and beneficial. As a govern- 
ment employee, the examinations have contributed to my 
development as well as re-orientation on office procedures 
outside the government office . . . You see, with 26 years of 
government service, my major reward from CPS is the 
intrinsic value—solving the problem, achieving the goal. 
Thus the certification is significant. The taxation of another 
complete repeat has been weighed and the possibility of 
yet not passing is recognized. All things considered, I feel 
I owe myself this try.” 

After reading these excerpts, you will see why these let- 
ters should be shared with you. Also you will better under- 
stand why the members of the Institute and of The Na- 
tional Secretaries Association (International) gladly con- 
tribute the time and effort necessary to make the CPS pro- 
gram possible. 
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What You Should Know 
About Health Insurance 


by JHAN AND JUNE ROBBINS 


This is the fourth of a series of articles based on a recent national survey—sponsored 
by Health Information Foundation, a public service organization supported by 165 
drug, pharmaceutical, chemical and allied companies—which provides facts about 
jamily medical costs and how they are being met. 


No. 4—When Medical Emergency Strikes 


greg U. S. families spend more 
than ten billion dollars per year 
ror medical care—an average of about 
$200 per tamily—no one who is an 
authority on the subject seems to think 
that the sum is too high. Health 1nfor- 
mation Foundation, analyzing a survey 
of family medical costs conducted for it 
by the University of Chicago's National 
Opinion Research Center, concluded 
that the real problem is how we can de- 
vise ways to spread the cost equitably 
so that no single family bears too heavy 
a burden at one time. 

Many people are fairly confident of 
their ability to meet ordinary doctor 
bills, the kind you run up during a win- 
ter of family sniffles and a few cases of 
measles. What worries us most is the 
always-threatening specter of medical 
catastrophe and the heavy costs that go 
with it. Suppose someone has a serious 
accident, needs a delicate operation, or 
is hospitalized for months with some- 
thing like a heart attack? Even worse, 
suppose it happens to the family bread- 
winner? 


What This Means to You 

How seriously such an emergency will 
affect you depends, of course, on your 
income. What would mean a disaster to 
one family only means the sacrifice of 
a new car or a summer vacation to an- 
other. Although there is a general feel- 
ing among U. S. families that doctors, 
and hospitals, too, charge only what is 
fair, there is no way to control or dis- 
tribute the recurrence of medical catas- 
trophe. Some “hard luck” families are 
struck down by a series of medical emer- 
gencies. Others who have had little or 
no need for medical expense cheerfully 
report no need for health insurance, ig- 
noring the possibility they may be next. 

By contrast, 50% of all families in 
the U. S. last year had medical expenses 
amounting to 4% of their income or 
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less, some nine per cent of all families 
surveyed reported no medical expendi- 
tures of any kind, exclusive of insurance 
premiums. This does not necessarily 
mean they were all in the pink of health 
—many, in lower income groups, were 
undoubtedly putting off needed dental 
care and other “maintenance treatments.” 

An unlucky 500,000 U. S. families, on 
the other hand, ran up medical bills 
using up a major proportion of every- 
thing they earned. There is no doubt 
that despite the efforts of individual 
physicians to adjust their fees to “ability 
to pay” the burdens of medical care 
weigh most heavily on the lower and 
moderate income families. 


Percent of Family Income Spent 

Families earning less than $2000 in 
cash income spent 6.1% of their income 
for doctors, medicine and hospitals. 
Among those who said their income was 
in the $2000 to $3500 bracket, medical 
expenses amounted to 4% of their in- 
come. Those who earn from $3500 to 
$5000 reported their medical costs were 
3.9% of their yearly income. The $5000 
to $7500 income group paid out only 
3.6% for health costs, and those who 
earn $7500 to $10,000 spend only 3.2% 
of it to get well and stay well. 

Another set of figures revealed by the 
survey seems to show that while most 
people in all income brackets are willing 
to run up doctor bills, enter the hospital 
and submit to surgery when needed, 
these same families regard dental care, 
especially preventive dentistry, as a lux- 
ury. At any rate, researchers found that 
no expenditures for personal health are 
so closely hitched to income as dental 
service. Only 1% of families earning 
from $2000 to $3500 spent $195 or 
more on yearly dental work for the en- 
tire family. In this same group, 56% 
spent nothing at all. At the other end of 
the scale, looking at families earning 
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upwards of $7500, the survey revealed 
that 10% had spent $195 or more at the 
dentists—and only 22% spent nothing. 


What Is the Solution? 

Is voluntary health insurance the 
answer? Some 60% of the U. S. popu- 
lation now carry some kind of health 
insurance and about 22% of all their 
hospital and surgical bills incurred last 
year were paid by insurance benefits. 
Hospital insurance seemed to be work- 
ing the best—half the people who had 
it when they needed it last year said that 
benefits paid 89% or more of their 
total hospital charges—enough to really 
take the sting out! 

Among those who asked for surgical 
insurance benefits, half reported that 
their surgeons’ bills were 75% or more 
covered by insurance. And of those who 
counted on maternity benefits to help 
pay the obstetrician, half said that their 
obstetrical fees were 60% or more met 
by insurance. 

As to maternity payments, some au- 
thorities say maternity costs, being large- 
ly a matter of choice, have no real place 
in a health insurance program. At any 
rate, although the fees for deluxe ma- 
ternity care may be very high, they can 
scarcely be put down under “catastro- 
phe”! Nevertheless, there isn’t much 
chance of dropping them — maternity 
benefits are well tied into nearly all in- 
surance contracts and they are, as one 
might suspect, enormously popular! 





In the next article in this series 
there will be an answer to the ques- 
tion: "Can We Insure Good Health?” 
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FOR MR. EXECUTIVE... 


Steel Cinderella... 


HE HORSEMAN wrapped his cloak tighter about him 
against the chill wind of the April night. Nervously 
he adjusted his saddle girth even as he peered anxious- 
ly at the dark farther shore of the river. A dim light flick- 
ered—a second followed it!—the horseman was in his sad- 
dle in a minute, urging his horse to a gallop! The iron horse 
shoes rang out on the rough cobbles—and Paul Revere was 
off to warn his waiting comrades and change the history of 
the world. 

Iron horse shoes—and next day the blaze of iron mus- 
kets—to start a war, create a new country—a new way of 
life! Where are those horse shoes—those muskets—today? 
Gone? Used up? Not necessarily! They may be part of 
your wife’s automatic dishwasher (the one which supplant- 
ed you! ). For part of each of those present day necessities 
come from “scrap” steel, one of the few creations of man 
which almost never “dies”! 

When you drive by a huge city scrap yard—or a small 
country town area piled high with old autos, stoves and 
machinery, have you ever thought that they represent part 
of a vitally essential business—of one that has helped the 
wheels of the world go ‘round for thousands of years? In 
the 4th chapter of Genesis a man is described as “an in- 
structor of every artificer in brass and iron.” The man was 
Tubal-Cain, seventh in descent from Adam, and the time 
was almost five thousand years ago. It is almost certain that 
included in his instruction was the admonition to be sure 
to throw back into the furnace for other use any waste in 
the process of smelting iron. In Isaiah and Micah we read 
of beating swords into plough shares. Does that remind you 
of the sale of scrap from the world’s battlefields a few years 
ago? Chaucer, father of English literature, earned money as 
a young man serving as Clerk of the Works at the Tower 
of London, and as part of his duties he compiled an inven- 
tory of scrap material. George Washington, as President in 
1793, approved a requisition for a new frigate anchor chain 
—but not without observing: “approved—but is there an 
entire loss of the old one?” 


Until 1642 all iron objects were imported into this coun- 
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try from Europe. In that year the first iron casting, a three- 
legged kettle of one quart capacity, now on exhibition in 
the public library of Lynn, Massachusetts, was poured in the 
new world by a Mr. Jenks. Without doubt the surplus iron 
or “sprue” from casting this first kettle was used to make 
a second. So it may be that Mr. Jenks, besides being the first 
foundry man in North America, was also the first scrap man. 

Within 50 years a thriving iron industry blossomed along 
the Atlantic seaboard. Smelting “bog” or swamp iron ore, 
the foundries also utilized scrap, since whenever possible 
the sale of an iron weapon or utensil was conditioned on 
the buyer turning in an old one. 


From that time until 1864 iron, rather than steel, was 
the major industry output. In 1864 the Bessemer process of 
making steel was discovered, and in 1869 the first open 
hearth steel was commercially produced. While we have no 
records of any organization of scrap dealers in those days, 
the old time peddler is famous in story and poem. First 
with a pack on his back and later with a horse and wagon, 
he made the rounds of farm and town. His wares were 
needles, thread, tinware, yard goods, mouth organs and toys 
—all especially welcome in the country. Farmers’ families 
had little cash in those days, but the peddler knew that 
every farm had its pile of bones and its accumulation of 
wagon tires and implements, and every farmer’s wife her 
rag bag. “Swapping” for these, the peddler returned to town 
with a wagon full of rags, bones and iron to sell to the 
waste material yards which had sprung up. The oldest scrap 
company in the United States—organized in 1862—-started 
in this manner. 

(continued on page 34) 
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Scrap piles up awaiting shipment to mills to become part of 
buildings such as those in the background. 
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’QHE National Secretaries Associa- 
tion (International) is going to 
publish a book, but you will be the 

real author. Every one of you who has 

cracked a hard nut in connection with 

your office work is invited to make a 

contribution to the casebook of secre- 

tarial problems. 

Webster defines a casebook as “a com- 
pilation of detailed information con- 
cerning actual cases . . . for reference 
and study.” Our casebook, then, will be 
actual secretarial experiences which will 
help other secretaries do a better job, 
be a guide to them in solving their own 
problems, and perhaps bring to them a 
realization that their difficulties are not 
unique! 

To start you thinking about secretarial 
problems, we suggest that most “cases” 
fall into these categories: 

Enlargement of the job. The secretary 
who wants to get ahead will be con- 
stantly thinking about better methods 
of doing her work. She will be on the 
lookout for new ways to increase her 
usefulness to her employer and her effec- 
tiveness as his “right-hand woman.” She 
will recognize no barrier on her “road 
to secretarial success.” 

But these are general statements. We 
need each of you individually to let us 
know how you have enlarged your job. 
Did you undertake one day to become 
your company’s expert on legislation 
affecting your business? Or did you per- 
haps discover a better, cheaper way of 
preparing mailing lists? 

Working with others. Think back 
over the past few years to the hardest 
situation you have faced—with your co- 
workers, your supervisors or your assist- 
ants. Was it the high school student who 
created as much havoc as a saboteur, or 
did someone suddenly stop speaking to 
you? What did you do about it—how 
did you solve that problem? We should 
have a multitude of “true life experi- 
ences” to illustrate the basic rules gov- 
erning human relations. 

The call of duty. A secretary is many 
things: professional aide, grammarian, 
perpetual motion device, public rela- 
tions expert, housekeeper, youth ad- 
viser, confidant—even a crying towel! 


She must be all this, and perhaps a fash- 
ion model, too, if she expects so reach 
the highest rung of the secretarial lad- 
der. Some demands are reasonable and 
others are clearly unreasonable. We want 
your opinion as to the shadow zone of 
“fringe demands.” And we want to know 
how you gracefully handled any awk- 
ward situation. 

Advancement. How many secretaries 
ever become personnel directors or man- 
agers or executives and never again per- 
form secretarial duties? Let's face it: 
most of us will remain secretaries all our 
lives, but we can increase our usefulness 
and get more job satisfaction if we feel 
we are “getting somewhere.” In a small 
office you may know as much about the 
work as your employer and be truly his 
alter ego. In a large office you may be- 
come so knowledgeable about the busi- 
ness that the big boss can’t spare you 
when your own executive retires. We 
know that advancement, horizontal and 
vertical, will come through enlargement 
of the job and that loyalty may some day 
be rewarded. But these are just words; 
we want you to give them the breath 
of life. 

Now, this is a big project and will 
take a lot of work, but the facilities of 
NSA are adequate and the enthusiasm 
of its members guarantees success. The 
members of the Casebook Committee 
will be assisted by “collectors” from the 
state divisions and the chapters. Ask 
your president for the name of your col- 
lector (if you don’t know who she is) 
—and then please pass on to her your 
own true story. 

We can promise you the cloak of 
initials or a strange name, or even com- 
plete anonymity. If you are hesitant 
about telling an acquaintance something 
you have “never told a living soul,” but 
are willing to contribute your hard-won 
solution to the pool of experience, send 
your story anyway, addressing it to 
“Casebook” at NSA headquarters. Please 
give your name and address; they are 
necessary, but will be held in confidence. 

There is no book in the field of secre- 
tarial literature that gives a true “secre- 
tary’s-eye view” of her job. This book 
will fill that gap. 
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a column devoted to office 
problems and suggestions 


| iy THE February issue we published a letter from a 
boss, Mr. Mack of Olympia, Washington. His letter 
is too long to reprint here, but if you will quickly re- 
view our February column, then the following com- 
ments on his letter, from a Peoria, Illinois NSAer, will 
be of interest to you. 

I agree wholeheartedly with Mr. Mack, except for two 
things. 

As a secretary with more than fifteen years business ex- 
perience, I agree with his statement, “An employer who 
commands the respect of those he hires is one rung up the 
ladder.” Yes, indeed, but he must be of the stuff to rate it. 
One may give the automatic type of loyalty to the job or the 
boss; but the boss who gets the deep-down kind, is the boss 
who rates it by Ais conduct. 

As for Mr. Fred Thompson, if he has the heaviest work- 
load of any single man in his company, maybe there needs 
to be a division of work, perhaps he needs an assistant. 
Surely if Helen were any kind of a secretary she wouldn't 
mind an occasional overtime job. 

But, put yourself in her shoes. If there are “lots of times” 
Mr. Thompson needs to have work done overtime, how can 
Helen make any plans of her own? Of course, she likes her 
job; of course, she has to work! But she has to live too. 
How about her husband? Does he want her coming home 
at all hours—two, three or four nights a week? If she 
isn’t married, perhaps she has a “beau” and would like to 
meet him after work for a ride home, which would soon 
have to be abandoned if she were continually uncertain of 
her hours. 

Please, Mr. Mack, secretaries are people too. How does 
your wife feel about “odd” hours for dinner? 

* * * 


Ais: in the February issue we printed a letter from 
a secretary who thinks she has a “telephone” prob- 
lem. Following are replies from two of our readers 
who feel that no problem exists for this gal. (Maybe 
she should head for the nearest psychiatrist's couch, 
huh? ) 


RMQ from Omaha writes: 

The secretarial “problem” in the February issue interests 
me since calls to my employer are handled in a similar 
manner. However, I do not consider it a problem nor do I 
feel that he doesn’t “trust” me to handle his calls. 

I am secretary to the manager of a branch office of a 
large national service firm and, like your reader, our switch- 
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board operator also acts as receptionist and is located in 
the lobby of our office. She is senior to me in length of 
service. 

Her position is considered very important in the smooth 
operation of our office. She is an excellent operator and is 
extremely deft in screening calls so that only the “right” 
ones get through. (i.e., If the caller asks for the “Manager” 
when they really want someone who can give them informa- 
tion about their account, she gets this information and di- 
rects the call to the proper individual—saving the boss’ 
time and giving the customer better service.) 

It is company policy to direct incoming calls to the indi- 
vidual asked for. Our Manager, therefore, takes all of his 
own incoming calls and makes all of his own outgoing 
local calls. The switchboard operator handles his long dis- 
tance calls. 

Our telephone operator and I work closely and through 
our combined efforts we are able to relieve the Manager of 
many details. If he is busy in a meeting or for some other 
reason has asked not to be disturbed, the switchboard oper- 
ator screens as many of the calls as she can and refers to me 
those which she is unable to handle. 

I believe this handling increases my efficiency since I am 
relieved from the endless interruptions of answering and 
making telephone calls. This extra time enables me to han- 
dle many routine matters for our Manager and he in turn 
is able to devote his energies to the major management 
and administrative problems of an organization such as ours. 

Rather than change the present method (since apparent- 
ly her employer likes the arrangement) I would suggest that 
Miss Secretary work closely with the switchboard operator 
and concentrate her efforts on relieving her employer of as 
many routine duties as she possibly can. In the final analysis, 
our employers are the ones to be satisfied and our problem 
is to assist them in the efficient operation of their mana- 
gerial duties. 





AKL of Pittsburgh avers: 

First, the writer says she does not want to “stir up a 
hornet’s nest” or “seem petty,” so she must have an object. 

Let us first take the object that will put the kindest con- 
struction on her having a problem. It must be to spend her 
day receiving and making telephone calls; have another em- 
ployee do the typing, filing, etc. under her supervision 
(while she takes out some of the work as “too private” to 
be seen by anyone but herself); eliminate the present tele- 
phone operator entirely; raise her own pay and, assuming 
she has no designs on the man and does not want to use 
any knowledge or information she might acquire over the 
telephone to clink unrelated issues to her advantage, make 
herself “indispensable.” In this case, why doesn’t she force 
the issue (although at this time there is no issue but only 
a problem about which no one but she knows) ? 

Now let us suppose her object is to be one of those 
females who want to be all women in one to the one man, 
and the one man is her boss, and, of course, to know every- 
thing about him; be in position to relay his wishes to his 
closest friend and even his relatives; prove their “closeness” 
to everyone, etc., etc. (I’m becoming a little sick writing 
this, as I have seen the type.) And if this is the object, 
again why doesn’t she make an issue and force it? If he is 
a married man, the sooner she does this the better it will 
be for everyone—for both the secretary and the wife are 
getting older each day, as are the boss’ children, if any. 

Even though a secretary is really somebody in an organi- 
zation, it usually pays her to remember she is an employee. 
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IDA WIGGIN, OLYMPIA CHAPTER 
( Wash.) has retired as secretary to 
Judge Charles T. Donworth of the 
Washington Supreme Court. After 32 
years in various state departments in 
Olympia, co-workers as well as Olympia 
Chapter will miss Lida as she is spend- 
ing her retirement in Seattle. 

Mary Louise Bammert and her hus- 
band adopted a small son, Paul Robert, 
and Olympia Chapter loses a member 
since the Bammerts are moving to Seat- 
tle. 

When Jacqueline Wigren’s husband 
was transferred to Seattle, Olympia 
Chapter lost its corresponding secretary. 
Her duties have been taken over by 
Betty Rudin. 

* * 

BOOK CLIFF CHAPTER (Grand Junc- 
tion, Colo.) is fortunate to have two 
members change last names but not their 
city of residence. Mary Louise Simonetti 
is now Mrs. Sam Salatino and Joy B. 
Straayer is now Mrs. T. J. Colvin. 

* * * 


MELIOR VITA CHAPTER (Sioux Falls, 
S. Dak.) 1952-53 President Kae Ken- 
dall is now Mrs. Leonard Almos. 

* * * 

Viola Martinson bade farewell to 
SAL-UTE CHAPTER (Salt Lake City, 
Utah) in mid-March, bound for Sunny 
California. 

A florist in Salt Lake City originated 
an idea of drawing a name every Friday 
for the Secretary-of-the-Week. The lucky 
girl receives an orchid and her boss 
gets a rose floral arrangement for the 
office. 

* * * 

President Peggy Kirby, ROBERT Lu- 
CAS CHAPTER (lowa City) has moved 
to Cedar Rapids. The chapter is cur- 
rently missing Audrey Noring who was 
pictured in the Des Moines Register in 
her role of secretary to Senator D. C. 
Nolan. 

* * * 

NWVP Martha Rosamond hostessed 
a SPOKANE CHAPTER ( Wash.) party to 
say “good-bye” to Ellen Brandt who has 
returned to Seattle, and to say “congrat- 
ulations” to Alberta Harper who passed 
the CPS exam. After enjoying the won- 
derful spaghetti dinner and all the trim- 
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mings—prepared by Mart’s mother— 

the guests surprised Martha with a third 

purpose for the party and said “happy 

birthday” to her. 
* * * 

Under the headline “Orchids Go to 
Court” the Oregon Statesman, Salem, 
pictured Mrs. Ruby Hughes, member of 
CASCADE CHAPTER and court reporter 
in the Marion County Circuit Court, 
watering some of the 56 orchid plants 
which she keeps in her courthouse office. 
Since Ruby has to spend almost as 
many hours in the courthouse as she does 
at home, she decided it was more prac- 
tical to bring her hobby to work. “When 
I've been taking notes on a long and not 
too interesting trial,” says Ruby, “it re- 
laxes me to take care of the orchids.” 

* * * 

Congratulations to Rosemary Imhoff, 
treasurer of NOLA CHAPTER (New Or- 
leans, La.) who married Ted Martin on 
January 15. 

* * * 

Beverly Hawkes, treasurer of the O. 

HENRY CHAPTER (Greensboro, N. C.) 





resigned to become Mrs. Gordon K. At- 
wood on February 14, and is living in 
New Haven, Connecticut. Sue Huffines | 
was appointed to succeed her. 
* * * | 

Elizabeth Roper, president AUGUSTA 
CHAPTER (Ga.), Rachel Smith and Bev- 
ely Dozier attended the Third Annual 
Institute for Secretaries held in Atlanta, | 
Georgia, February 17-18. | 





Dates to Remember 
STATE MEETINGS 


Northeastern District 


Indiana 
Time: April 15-17 
Place: Evansville 
Pennsylvania 
Time: April 15-17 
Place: Johnstown 
Wisconsin 
Time: May 13-15 
Place: La Crosse 
Illinois 
Time: April 22-24 
Place: Waukegan 
New England Conference (Connecticut, 
Maine, Massachusetts, Rhode Island) 
Time: April 29-30 
Place: Springfield, Massachusetts 
New York 
Time: May 13-15 
Place: Albany 
Michigan 
Time: May 20-22 
Place: Benton Harbor-St. Joseph 


Ohio 
Time: May 20-22 
Place: Akron 
Northwestern District 
Colorado 
Time: April 23 
Place: Albany Hotel, Denver 
Iowa 
Time: April 16 
Place: Hotel Kirkwood, Des Moines 
Minnesota 
Time: May 21 
Place: St. Paul Hotel, St. Paul 
Nebraska-South Dakota 
Time: May 21 
Place: Cornhusker Hotel, Lincoln, 
Nebraska 
Washington 
Time: June 11 
Place: Cascadian Hotel, Wenatchee 
Southeastern District 
Florida 
Time: May 21-22 
Place: Orange Court Hotel, 
Orlando, Florida 
Kentucky 
Time: May 21-22 
Place: Louisville 
Tennessee 
Time: April 22-24 
Place: Mountain View Hotel, 
Gatlinburg 
Southwestern District 
California 
Time: 
Place: 
Kansas 
Time: 
Place: 


May 14-15 
Santa Monica 


April 16-17 

Union Bldg. (Kansas Univer- 

sity) and Hotel Eldridge, 

Lawrence 

Missouri 
Time: 
Place: 


May 14-15 
Hotel Marquette, Cape Gir- 
ardeau 
Texas-Louisiana-New Mexico 
Time: April 16-17 
Place: Austin 
Arkansas 
Time: April 16-17 
Place: Goldman Hotel, Fort Smith 


REGIONAL MEETINGS 
Northwestern District 

Colorado 

Time: September 16-18 

Place: Hotel LaCourt, Grand Junction 
Nebraska 

Time: September 23-25 

Place: Hotel Fontanelle, Omaha 
Washington 

Time: October 21-23 

Place: Olympian Hotel, Olympia 


NATIONAL CONVENTION 
Time: July 20-24 
Place: Chattanooga, Tennessee 
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515 Ivinson Avenue 
Laramie, Wyoming 


NORTHWESTERN DISTRICT 


SAL-UTE CHAPTER (Salt Lake City, 
Utah) celebrated another “first” in its 
accomplishments by establishing a $100 
scholarship for a 1955 high school grad- 
uate to further her secretarial training at 
the University of Utah. Bosses’ wives 
were entertained recently and received 
rose corsages. Richard Y. Bennion of 
Boyd-Park Bennion Jewelry illustrated 
“The Romanee of Jewelry” with 12 dif- 
ferent gems set in rings. There were 
“oh’s” and “ah’s” and many questions 
from the audience. Ironically, the girls 
quartet, following the speaker, sang “Mr. 
Sandman, Bring Me a Dream.” 

* * * 


We work, plan, and study together... 
CPS refresher courses meet twice weekly, 
February to May, at the University of 
Minnesota for Twin City Chapters Go- 
PHER and ST. PAUL (Minn.). At the 
University of Denver, classes twice a 
week will last through April for COLUM- 
BINE, EVERGREEN and LITTLE-Woop 
“students.” In Omaha, AK-SAR-BEN and 
NEBOMA CHAPTERS look forward to the 
Secretarial Seminar, April 23, at the 
University of Omaha with Dr. Irene 
Place as featured speaker. 

* * * 


A. N. PALMER CHAPTER (Cedar 
Rapids, Iowa) sponsors a secretarial 
workshop April 20 with Dr. Irene Place, 
University of Michigan, as the keynote 
speaker. 


* * * 


CASCADE CHAPTER (Salem, Ore.) as- 
sisted with the local Heart Fund cam- 
paign; held a March membership party 
and motored to the state meeting host- 
essed by ROGUE RIVER CHAPTER (Med- 
ford). Cascaders attending the workshop 
sponsored by the OREGON TRAIL CHAP- 
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photographs reads from left to right. 


TER (Portland) were Mesdames Wilma 
Burchell, Margaret Hansen, Walter Judd, 
Cameron Mull, and Misses Jean Brima- 
combe, Lois Manning, Helen Ruettgers 
and Mayme Smith. For the workshop, 
OREGON TRAIL CHAPTER had its two 
honorary members, Dr. Doris Oates and 
Maria Easterly, participate in the pro- 


gram. 
* * * 


COLUMBINE CHAPTER (Denver, 
Colo.) initiated new members in late 
February, and raffled a $50 bill to in- 
crease the bank balance—July Conven- 
tion in Chattanooga you know! 

* * * 


Current program reports indicate that 
variety continues. For instance . . . VIC- 
TORY CHAPTER (Waterloo, Iowa) had 
Fred Tesmer, senior partner in Tesmer 
& Street insurance firm, discuss house- 
hold and dwelling insurance. Because of 
the interest in legislative matters, 
ROBERT LUCAS CHAPTER (Iowa City) 
chose a speaker from the League of 
Women Voters. TALL CORN CHAPTER 
(Council Bluffs) “toured” Hawaii via 
colored slides and a narrative of Bernice 
Marx’s summer vacation on the Islands. 

* * * 


“Know Your Organization” was the 
SAL-UTE CHAPTER (Salt Lake City, 
Utah) March program for the benefit 
of prospective members and new initia- 
tes. TETON CHAPTER (Casper, Wyo.) 
viewed travel films on New York and a 
trip on the Queen Elizabeth, presented 
by Mr. & Mrs. T. H. Jaeckel of the 
Wyoming Travel Service. COLUMBINE 
CHAPTER (Denver, Colo.) members 
were enlightened on various aspects of 
social service programs when Wm. Mc- 
Glone, civic leader and attorney, chose 
“Your Neighbors” for his talk. SPOKANE 
CHAPTER (Wash.) members became 
very interested in an investment future 
after hearing member Jean Olson's 
father, Joseph, local manager of Inves- 
tors Diversified Services. 
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MELIOR VITA CHAPTER (Sioux Falls, 
S. Dak.) gathered in the basement of 
Kae Kendall Almos’ home for a hard- 
time “Fun Night.” “Elmer” (a collapsed 
dummy) was the only male guest pres- 
ent. Games were played, prizes awarded, 
and a hot lunch closed the “Fun Night” 
—so much “fun” they voted to do it 
annually. 


* * * 


TEEBPEE CHAPTER (Pocatello, Idaho) 
will be busy this spring increasing its 
own membership and establishing a new 


chapter. 
* * * 


TALL CORN CHAPTER (Council 
Bluffs, Iowa) increased its treasury 
through a March rummage sale. 

* * * 

Alberta Harper, Gayle Jewell, Rousia 
Hoxsey and Ellen Brandt, SPOKANE 
CHAPTER (Wash.) motored to Wenat- 
chee to help plan the state meeting 
which APPLE CAPITAL CHAPTER mem- 
bers are hostessing. 

* * * 

On April 29 TETON CHAPTER (Cas- 
per, Wyo.) will hold its annual spring 
dance in the new Skyroom of the Glad- 
stone Hotel. 





Shown at HAWKEYE CHAPTER’S 13th Boss 
Night are Mrs. Lucinda Simone; her boss, 
W. E. Davison; Marie Hulderson; her 
boss, F. A. Quiner; and (right) Maxine 
McFee; her boss, J. A. Zeis. 
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Boss Night dinners were successes... 
When GOPHER CHAPTER ( Minneapolis, 
Minn.) celebrated its 11th annual din- 
ner, a Parisian theme prevailed (includ- 
ing papier-mache Parisian couples 
placed about the room). Honored guests 
included NWVP Martha Rosamond; and 
14 CPS chapter members were recog- 
nized. Frank Chase, sales manager, Torit 
Manufacturing, St. Paul, enlightened the 
group on the mysteries of selling; and 
the Schiek Sextet provided entertain- 


ment. 
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AK-SAR-BEN CHAPTER (Omaha, 
Nebr.) combined floral decorations with 
poker hands set in foam blocks. The Boss- 
of-the-Year “(B)oscar” was awarded 
Charles Huff, vice president, University 
of Omaha (selection based on a one- 
minute dictation on a recorder and 
judged for diction, subject matter, 
audibility, etc.) Lyle DeMoss, assistant 
general manager, WOWTV was MC. 
Organ music was provided by Dr. Mueh- 
lig, and Walter Graham entertained with 


a magic act. 
* * 


When ST. PAUL CHAPTER ( Minn.) 
held its 10th annual Boss Night, gold 
carnations were presented to bosses who 
had attended five or more dinners and 
red carnations to bosses attending three 
or four dinners. George Etter furnished 
organ music through the dinner hour. 
Bill Ingram, KSTP news commentator, 
spoke on “Words at Random.” Intro- 
duced as this year’s CPS winners were 
Ethelyn Essler, Mary Lambert, Olivia 
Lindgren and Evelyn McCoy. 

* * * 

BOOK CLIFF CHAPTER (Grand Junc- 
tion, Colo.) persuaded a former NSAer 
(now the mother of three children) to 
become leader of an “about-to-be-aban- 
doned” Brownie troop, then entertained 
them at a chapter meeting. 

* * * 

The Acquila furnished clothes for the 
NEBOMA CHAPTER (Omaha, Nebr.) 
spring style show, co-chaired by Evan- 
geline Krier and Maxine Severn. Mem- 


bers were models. 
* * . 


GOPHER CHAPTER (Minneapolis, 
Minn.) added $1,250 to its treasury 
through the raffle of a steak knife set, 
cashmere blanket, an aluminum cookery 
set, deep fryer and a home freezer! (The 
secret to 100 percent profit?—a_ busi- 
nessman donated the tickets and the 
prizes! ) 

* * ~ 

OLYMPIA CHAPTER ( Wash.) initiated 
three new members. Attending the ORE- 
GON TRAIL WoRKSHOP ( Portland ) 
were Lois Anderson, Laurie Mae Sanders 
and Betty Rudin. 
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SOUTHWESTERN DISTRICT 


A highly successful rummage sale and 
auction at the home of Virginia Gardner 
increased the Scholarship Fund of BILL 
DARBY CHAPTER (Fort Smith, Ark.) 
over $150. The January dinner meeting 
featured Lucille Speakman, teacher of 
Political and Social Science at the Fort 
Smith Junior College, speaking on The 
United Nations. Plans were formulated 
at the February business meeting for the 
annual State Convention to be hostessed 
by this chapter on April 17 with Edna 
Short as general chairman. 

* * * 








Members of PONTOTOC CHAPTER 
(Ada, Okla.) for the second year as- 
sisted the directors of the February 
Heart Fund Drive by typing 281 per- 
sonal letters. At the January meeting a 
“white elephant” sale of small articles 
netted the Chapter $10 which was do- 
nated to the March of Dimes. 

* * * 

On Saturday, February 12, BiG D 
CHAPTER (Dallas, Tex.) installed the 
new TYLER CHAPTER (Tex.) at a din- 
ner held at the new Carlton Hotel with 
18 members signing the charter. Vir- 
ginia Bell, state secretary, Dallas, in- 
stalled the members, and Mrs. Adele 
Evans, state chairman New Chapters 
Committee, Austin, installed the officers. 
Mrs. Mildred Brandt, president of Big 
D Chapter, presented Tyler Chapter 
with the NSA banner and a check for 
the treasury. Among other guests present 
were: Mrs. Eleanor Lavelle, state presi- 
dent, Port Arthur; Miss Bess Oliver, past 
state president, Austin; Mrs. Shella 
Sharpe, past Southwest District vice 
president, Wichita Falls; and Mr. Melvin 
Sisk, manager of Tyler Chamber of Com- 
merce. Mrs. Pauline Peters, Big D Chap- 
ter vice president, was mistress of cere- 
monies. 

* * * 

QUEEN BEACH CHAPTER (Long 
Beach, Calif.) recently celebrated its 
eighth birthday with a festive dinner at 
the Campbell Roof. Councilwoman Ruth 
Bach discussed “Women in Politics.” 
Mrs. Rogert T. Huffman, president of 
the Girl Scouts, was presented with a 
check for $350 for a shelter at the 
Scout’s Sky Land Ranch in the San 
Jacinto Mountains. Congratulations were 




















































extended to Margaret Ericson, Lola 
Lyons, Lillian Ober and Felda Wilson 
for passing the 1954 CPS exams. 

* * * 


NOLA CHAPTER (New Orleans, La. ) 
said farewell to Dorothy Gustafson at a 
dinner party at Kolb’s Restaurant. Doro- 
thy, who had been recording secretary, 
returned to her home in Connecticut. 
Eulice Graham, a recent transfer from 
Des Moines, was elected to succeed 
Dottie. 

* * * 

WILL ROGERS CHAPTER (Tulsa, 
Okla.) proudly announces two new CPS 
holders among its membership: Mrs. 
Dolores Williams and Mrs. Nell Clinton 
Fine, who will receive special recogni- 
tion during NSW. For the second year 
a CPS Review Course is being offered at 
the University of Tulsa. Chapter pro- 
grams during the year also feature an 
educational theme. 

* * * 

HOUSTON CHAPTER (Tex.) held its 
fourth annual CPS Award dinner on 
February 23 at River Oaks Country 
Club. Certificates were presented by 
Gertrude Birkman to Lea Schleider, 
Mary Super, Alice Newcomer and Pat- 
ricia Omo of Houston; Jay Grisham of 
Lake Jackson; Paulyne Wern of Galves- 
ton; Jean Ewert of Bay City; Margaret 
Harris of League City and Beatrice Olyer 
of College Station. Among the guests 
were Dean of the Institute Dr. Ruth 
Anderson of Denton; Anne Moore, 
Austin, Institute member; and State 
President Eleanor Lavelle, Port Arthur. 
President Ruth Williams was the Bryan, 
Texas, Rotary Club speaker on February 
23, her subject being “Today’s Secretary 
—The First Lady of American Business.” 

* * * 

It was a sixth birthday party for 
TOWER LIGHTS CHAPTER ( Austin, Tex. ) 
in February. Members celebrated at a 
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At Boss Night of MINISA CHAPTER 
(Wichita, Kans.) are Clyde W. Speer; his 
secretary, Wanda Van Dolah; Frances Al- 
ley, state pres.; President Hazel Pitts; her 
boss, Frank J. Stavniak. 
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N W S from the four corners of the NSA 


dinner meeting, featuring Mr. R. W. 
Vowell, superintendent of the Austin 
State School, speaking on the State’s 
mentally retarded. Birthday dollars for 
the NSA Home Fund were contributed 
by members. The YWCA has awarded 
a Certificate of Merit to the chapter for 
outstanding service. 
* * * 

A style show and tea featuring Smart 
Fashions for Career Girls on March 20 
was sponsored by the ANACACHO CHAP- 
TER (San Antonio, Tex.). Proceeds went 
to the Scholarship fund. Members served 


as models. 
* * * 


February could well be dubbed the 
Boss Night Month. PORT CHAPTER 
(Lake Charles, La.) held its eighth an- 
nual Boss Night Dinner on February 17. 
Mr. M. L. Coleman of the Cit-Con Oil 
Corporation was crowned Boss-of-the- 
Year by his secretary, Mrs. Edward 
Ryczak. 

* * * 

PASADENA CHAPTER (Calif.) cele- 
brated Boss Night and seventh birthday 
simultaneously on February 10. The Gay 
Nineties was the theme of the evening. 
Lighting of candles on miniature birth- 
day cakes commemorated the birthday. 

* * * 


More than a hundred bosses and sec- 
retaries enjoyed the MINISA CHAPTER 
(Wichita, Kans.) Boss Night in spite of 
the year’s worst snow storm. Wayne M. 
McVay, boss of Frances Alley, state presi- 
dent, was presented as Boss-of-the-Year. 





George Kimbel shown being crowned 
Boss-of-the-Year by Mrs. Florence Mor- 
row of GIRARDOT CHAPTER (Cape Girar- 
deau, Mo.). 
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February 21 was the date for the 
Fifth Annual Boss Night Party for the 
GIRARDOT CHAPTER (Cape Girardeau, 
Mo.). A gay Hawaiian theme was the 
motif for the clever decorations and pro- 
gram events of the evening. Distin- 
guished speaker was Missouri's Lieuten- 
ant-Governor James T. Blair, Jr. George 
Kimbel was crowned Boss-of-the-Year. 
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NASHVILLE CHAPTER (Tenn.) cele- 
brated its second birthday on Valentine 
Day with members and guests making a 
wish for the chapter on a tiny red candle 
spelling out “Happy Birthday.” 

* * * 


Boxed suppers of chicken and shrimp 
were served at Mrs. Cecile Brown’s home 
where a collection of art objects from 
her extensive world travels was displayed 
to members of CHAPTER OF THE CITY 
BEAUTIFUL (Orlando, Fla.). 

Members typed letters for the March 
of Dimes and helped to conduct a survey 
for the American Cancer Society. A ten- 
week workshop is under the direction of 
Betty Ann Smith, vice president and 
educational chairman. 

* * * 

JAMEs F. BYRNES CHAPTER ( Spartan- 
burg, S. C.) celebrated the annual Em- 
ployers Night Banquet, February 10, at 
the Piedmont Club. Rosa Miller, Caro- 
linas Division president, presented the 
Boss-of-the-Year trophy to Mr. L. L. 
Hyatt. Chapter voted to join Spartan- 
burg in a Foundation Dinner Meeting 
in April. 

* * * 

GULF-TO-BAY CHAPTER (St. Peters- 
burg, Fla.) will hold a Secretarial Insti- 
tute at the Suwannee Hotel April 30. 
The following subjects will be covered 
by experts in the field—‘“Fashions for 
the Secretary”; “Do People Bother 
You?”; “The Certified Professional Sec- 
retary”; “Your Personal Security”; “Prog- 
ress of Education in Florida”; “Law for 
the Secretary”; “The Human Side of Let- 
ter Writing’; and “Business Ethics for 
the Secretary.” 





MALABOUCHIA CHAPTER ( Jackson, 
Miss.) initiated four new members in 
February. Dr. Robert C. Cook, former 
president Mississippi Southern College, 
now general manager State Times (daily 
newspaper) spoke on Public Relations, 
or “Human Relations” as he referred to 
it. 

* * * 

PALMETTO CHAPTER (Columbia, 
S. C.) has for its theme this year CPS. 
Outstanding persons in the fields of 
business, law, economics, accounting 
and general secretarial procedure have 
been speakers at monthly meetings. A 
refresher course at the University of 
South Carolina attracted many non- 
members. 

The chapter presented its annual sec- 
retarial scholarship. An award was pre- 
sented to the chapter in recognition of 
distinguished services rendered by mem- 
bers who served as volunteer workers 
with the USO program. 

* * * 


ANNISTON CHAPTER (Ala.) cele- 
brated annual Boss Night with a ban- 
quet February 16. “Possessing Our 
Possessions” was the keynote address. 
Mr. Winston Brooke was chosen Boss- 
of-the-Year. Out of town guests included 
Alabama Division President, Katherine 
Langley, CONFEDERATE CAPITAL CHAP- 
TER (Montgomery, Ala’); President, 
Sara Brown; and Matye Wilkinson, 
among others. Several members drove 
to Huntsville, Alabama, to lunch with 
prospective members and make arrange- 
ments to organize a new chapter there. 

* * * 


ATLANTA CHAPTER (Ga.) held its 
third annual Institute February 17-18 
with 250 secretaries attending. Mr. 
Robert N. Tarkington, manager of the 
Sales Service Department, Gregg Pub- 
lishing Division, McGraw Hill Publish- 
ing Company, New York, gave the 
keynote address: “Management — The 
Secretary — CPS.” The Institute was de- 
signed to broaden the perspective of 
CPS. A reception was enjoyed at the 
Henry Grady Hotel on February 17. 
CPS Certificates were presented on Ex- 
ecutives’ Night, March 30. 

* * * 

KNOXVILLE CHAPTER (Tenn.) had 
Miss Irma Greenwood, an attorney, 
speak on the “Responsibilities and Priv- 
ileges of Secretaries as Citizens” at the 
February meeting. 

* * * 

The chapter reaped a nice profit plus 
good publicity from a recent Benefit- 
Bridge Party. Members are busy with 
plans for the March Workshop and the 
April Tennessee Division Meeting, as 
well as for NSW. 
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At presentation of PALMETTO CHAPTER 
(Columbia, S. C.) scholarship were Dr. 
DeVere Smith, U. of S. C.; Dr. Elizabeth 
O’Dell; Mary Elizabeth Law, winner; Lil- 
lie Magalis; and Pres. Vera Johnson. 
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Congratulations to the LOUISVILLE 
CHAPTER (Ky.) on initiating a Chapter 
Newsletter to be named in a contest 
among the members. Each month a 
group of five reporter-members contact 
the entire membership for personal 
news. The chapter is also preparing for 
the Kentucky Division Convention May 
21-22. 

* * * 

BIRMINGHAM CHAPTER (Ala.) held 
its annual benefit party at the YWCA 
Gym on March 8 for the purpose of 
raising funds to support the Secretarial 
Achievement Award which is presented 
semi-annually to the most outstanding 
Commercial student among the seven 
city high schools through a comprehen- 


sive examination. 
* * * 


PRESIDENTIAL CHAPTER ( Washing- 
ton, D. C.) has organized a speaker's 
bureau to represent the secretarial pro- 
fession at School Career Days to be 
held in the various high schools through- 
out the District and surrounding coun- 
ties. The chapter held its eighth annual 
Boss Night on February 16 at Top of 
the Park of the Woodner. The speaker, 





President Sara Belle Brown, CONFEDERATE 
CAPITAL CHAPTER (Montgomery, Ala.) 
congratulates scholarship winner Sarah 
Van Woolfolk. 
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Colonel Thomas A. Lane, Corps of En- 
gineers, U. S. Army, chose as his topic, 
“Make It Beautiful.” 

* * * 

O. HENRY CHAPTER (Greensboro, 
N. C.) members addressed 20,000 en- 
velopes for the March of Dimes. Mrs. 
Lucian S. Fritts and Mrs. J. R. Boles 
passed CPS, making three Certificate 
holders in the chapter. In February S. 
Bernard Weinstein, attorney, spoke on 


“Brotherhood.” 
* * * 


SAVANNAH CHAPTER (Ga.) holds its 
first clinic at Armstrong College during 
NSW and will also award a scholarship. 
A second parliamentary law course is 
under way with Miss Stella Akin, prom- 
inent local attorney, as instructor. Three 
new members were initiated in February. 

* * * 

Sarah Van Woolfolk, was awarded 
the annual scholarship by the CONFED- 
ERATE CAPITAL CHAPTER (Montgom- 
ery, Ala.) in February. Dr. Clarice M. 
Robinson, acting head of the Depart- 
ment of Secretarial Science at Hunting- 
don College, gave an interesting dis- 


cussion on business letter writing. 
* * * 


Playing hostess to National President 
Lilyan Miller for the month of February 
was the happy privilege of FoRT LAU- 
DERDALE CHAPTER (Fla.). Lilyan was 
greeted at the airport by representatives 
of the chapter, with letters of welcome 
and floral tributes from the Mayor of 
the City and the Chamber of Commerce 
and an orchid corsage from the chapter. 
Lilyan attended the February meeting 
and spoke on the importance of the 
varied educational programs afforded by 
membership in NSA. A reception was 
held for her on February 25. Members 
also accompanied her to meetings in 
Miami and Palm Beach. 


* * * 

QUEEN CHARLOTTE CHAPTER 
(N. C.) entertained some twenty pro- 
spective NSAers at tea on February 13. 
The program, presented by the chapter's 
newest CPS, Kitty Nowell, was in the 
form of a quiz on NSA. The prospects 
were taken to lunch by various members 
of the chapter during March. 

In February members addressed 5000 
envelopes for the Easter Seal campaign. 
Members joined a group from PIONEER 
CHAPTER (Charlotte, N. C.) in tabu- 
lating donations for the gigantic four- 
teen-hour Telethon for the United Ap- 
peal campaign. 

* * * 

The OAK RIDGE CHAPTER (Tenn.) 
held its second annual Boss Night Din- 
ner February 16, postponed from Febru- 
ary 14 because of snow. There were 111 
people to enjoy the delicious smorgas- 


bord. Dr. A. H. Snell, director of the 
Physics Division of the Oak Ridge Na- 
tional Laboratory, was crowned “King 
of Hearts” and Boss-of-the-Year. Dr. 
Howard S. Dye, professor of Economics 
at the University of Tennessee, spoke 
on “The Backward Art of Spending 
Money”—winning the hearts of all the 
women in advocating spending instead 
of saving to balance the national econo- 
my. A skit presented by seven Oak 
Ridge NSAers poked a little fun at the 
bosses, who seemed to enjoy learning 
“Why Secretaries Get Gray.” 


* * * 

Members of EXECUTIVE CHAPTER 
(Washington, D. C.) entertained their 
bosses’ wives at the February meeting. 
Mr. Robert F. Kennedy, chief counsel 
to the Senate Permanent Subcommittee 
of Investigations, addressed the group, 
explaining the general outline of work 
of the Committee and how they follow 
up clues and correspondence concerning 
cases of suspected Communists and graft 
and fraud in Government agencies. 
Members modeled the latest spring fash- 
ions in hats. The chapter welcomed Miss 
Joyce Erickson, formerly of the HART- 


FORD CHAPTER (Conn.). 
* * * 


Members of MONUMENTAL CHAP- 
TER (Baltimore, Md.) have voted to 
contribute one hour's pay on National 
Secretaries Day toward the NSA Resort- 
Home. This plan of annual contribution 
on Secretaries Day will be proposed for 


National adoption at the convention. 
* * * 


WEIRTON CHAPTER (W. Va.), one 
of the newest chapters in the Southeast, 
reports Mr. H. A. Lilly of the C & P 
Telephone Co. spoke on “Telephone 
Courtesy,” illustrating with films; Miri- 
am Rowland of the Monongahela Power 
Company, spoke on “Homemaking for 
the Secretary”; Mr. Albert M. Kogelman, 
Jr., of Capital Airlines spoke on “Travel” 
at recent meetings; and four members 
attended the PITTSBURGH CHAPTER 
Workshop in March. Boss Night will be 
held in April. Six new members will be 
installed. 
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The DUNELAND CHAPTER (Gary, 
Ind.) initiated nine new members on 
February 17, thereby increasing the 


Twenty-nine 





a 








membership 50% this year. Members 
were also entertained by the film “Of- 
fice Etiquette” from Indiana University. 
Plans are in the offing for the Secretary- 
of-the-Year city-wide contest which the 
group is sponsoring. 

* * * 

Members of the BUFFALO CHAPTER 
(N. Y.) are looking forward to a night 
at the Studio Theatre in the near future, 
the Ways and Means “Rummage Sale” 
in April and the civic luncheon to be 
held on National Secretaries Day. 

* * * 

The tenth anniversary of the WINGS 
CHAPTER (Dayton, O.) was celebrated 
in conjunction with the annual Boss 
Night on February 22. Eighty-six mem- 
bers and guests enjoyed the gala affair, 
based on the gay nineties period. A 
January dance, sponsored by the group, 
netted $258 for the local Polio Fund. 

* * * 

“The Song of the Islands” pervaded 
the atmosphere at the Fashion Show and 
Card Party sponsored by the BEAVER 
VALLEY CHAPTER (Rochester, Pa.) in 
February. Charming member-hostesses, 
complete with leis, modeled authentic 
island clothes and play suits in gay 
prints. The chapter held the fourth an- 
nual Boss Night in February and paid 
honor to the only “lady boss” present, 
Elma Graham, executive secretary of 
the Beaver County Tuberculosis Associa- 
tion. 

* * * 

HURON VALLEY CHAPTER (Ann 
Arbor, Mich) is proud of 100% at- 
tendance at monthly study meetings. 

* * * 

The HACKENSACK CHAPTER (N. J.) 
has set up a scholarship grant of $100 
yearly for two years to be awarded to a 
Bergen County girl matriculating in the 
Executive Secretarial Course at Fairleigh 
Dickinson College. Congratulations on 
“better learning” for future NSAers. 

* * * 

The title of the Bell Telephone Com- 
pany’s presentation at a recent meeting 
of the WILKES-BARRE CHAPTER (Pa.). 
was “Tunes, Tones and Telephones.” 
Hats off to members who participated 
in the March of Dimes Telethon and 
received over $10,000 in pledges. 

* * * 


“Law for the Secretary,” “Community 


Welfare,” “Better Letters” and “Human 
Relations in Business” were the stimu- 
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lating topics of MILWAUKEE CHAPTER'S 
(Wis.) Second Annual Forum on Feb- 
ruary 12. An informal coffee hour com- 
pleted the very successful program. 
* * * 

The February meeting of the Cop! 
CHAPTER (Canton, Ohio) was high- 
lighted by a successful white elephant 
sale. 

* * * 

The Scholarship Fund of FLOWER 
City CHAPTER (Rochester, N. Y.) 
benefited from the Honolulu-inspired 
Fashion Show and Luncheon held on 
March 26 at the Hotel Seneca. Members 
served as models and hostesses for this 
outstanding event. 

* * * 

The “Electronic Brain” and other mir- 
acle machines were the subjects of guest 
speaker H. S. Morgan of International 
Business Machines at the February meet- 
ing of the WATERBURY CHAPTER 
(Conn.). A Certificate of Award was 
presented to the chapter by the local 
Tuberculosis League for members’ as- 
sistance during the recent campaign. 

* * * 

The MOUNDBUILDERS CHAPTER 
(Newark, Ohio) featured Ohio State 
President, Mrs. Evelyn Day, as guest 
speaker on February 21 when members 
entertained prospective NSAers at a 
formal tea. 

* * * 

Although less than one year old, the 
DECATUR CHAPTER (Ill.) has increased 
its original membership of 12 to 22; 
members have been busy attending the 
regional convention, instituting a “Busi- 
ness Theory for Secretaries” course at 
Millikin University, spent over 100 
hours in civic projects and embarked on 
a successful Ways and Means program. 
The group is looking forward to its first 
Boss Night, a rummage sale and Work- 
shop during the early spring. Congratu- 
lations! 

* * * 

The GENIE CHAPTER (Lima, Ohio) 
entertained prospective members at a 
tea on January 30. Mrs. W. H. Leather- 
man, a local entertainer, gave humorous 
readings and musical renditions were 
provided by members. 

* * * 

The PHILADELPHIA CHAPTER ( Pa.) 
proudly hails its second CPS, Louise 
Rabbino. Members are taking NSA’s 
“International” seriously by planning a 


CAMDEN CHAPTER (N., J.) climaxes its 
annual Boss Night with crowning of 
Clyde V. Creato by his secretary, Mary 
Gannon, as Chapter President Veronica 
M. Kidder approves. 





trip to the United Nations Building in 
New York in the near future. 
* * * 

“Better Learning” is the objective of 
the STAMFORD CHAPTER (Conn.). In 
cooperation with the Stamford Adult 
Education Department, the chapter is 
sponsoring a series of weekly lectures 
and discussion classes based on subjects 
of interest to the secretary. 

* * * 

A group of personnel managers of 
local business firms was entertained by 
the GLIDER CHAPTER (Elmira, N. Y.) 
at the February meeting. The group dis- 
cussed Human Relations—in the home, 
family, religion and labor. Mrs. Marie 
Gorgas, New York State president, was 
honored at a smorgasbord luncheon on 
February 14, when plans for the New 
York State Bowling Tournament were 
finalized. 

* * * 

An “open house” was sponsored by 
the HEART OF THE NATION CHAPTER 
(Terre Haute, Ind.) recently to acquaint 
secretaries in the area with the activities 
and objectives of NSA. 

* * * 

Member Margaret J. Miller of the 
HARRISBURG CHAPTER (Pa.) who is 
also serving as National Education Chair- 
man, represented NSA in a panel dis- 
cussion at Elizabethtown College, Eliza- 
bethtown, Pa., on March 26. Other 
panelists included representatives of 
NOMA and two educators. 

* * * 

The Third Annual Boss Night of the 
WORCESTER CHAPTER ( Mass.) was held 
on February 8 at the Hotel Bancroft. 
Guest speaker, Attorney General of the 
State of Rhode Island, William E. Pow- 
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ers, chose as his topic “NSA—A Com- 
munity Asset.” The spotlight centered 
on O. Bradley Wood, general manager 
of the Commonwealth Press, who was 
chosen 1955 Boss-of-the-Year, much to 
the delight of his secretary, Elisabeth 
Teschner. 
* * * 

Radio celebrities on February 8 were 
members of the CAMDEN CHAPTER 
(N. J.) who participated in a program 
conducted by Professor Karl Stein of 
Rutgers University. The subject—NSA, 
of course. The February meeting featured 
Mrs. Florence E. Josephson, attorney and 
municipal judge of Sea Isle City, who 
discussed the municipal court system 
and related some interesting incidents 
on cases heard in court. 

* * * 


The patriotic theme of the February 
meeting of the QUAKER CITY CHAPTER 
(Philadelphia, Pa.) was carried out by 
guest speaker John R. Camp, whose sub- 
ject was “What Makes Lincoln Great?” 

* * * 


The BRONX COUNTY CHAPTER 
(N. Y.) celebrated its first anniversary 
in January. The occasion was marked by 
a cocktail reception highlighted by the 
installation of two new members by 
State President, Mrs. Marie Gorgas. 

* * * 

An old-fashioned spelling bee chal- 
lenged the members of the KIKTHAWE- 
NUND CHAPTER ( Anderson, Ind.) at the 
February meeting. Congratulations were 
extended to member Betty Muterspaugh, 
first Madison County CPS! 

* * * 


Vacation-minded NSAers were en- 
thralled by the Hawaiian Surfriders Style 
Show, Bridge and Canasta Party on Feb- 
ruary 26 sponsored by the NEW YORK 
City CHAPTER (N. Y.). Proceeds of the 
successful event were added to the chap- 
ter's Scholarship Fund. 





Walter J. Niles, president, Soundscriber 
Corp., is made honorary member of 
QUINNIPIACK CHAPTER. With him are 
Mrs. Niles, President Elizabeth Rowlands 
and Past President Catherine Marangell. 
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“Science vs. Crime” was the topic of 
guest speaker, George F. Taylor, assist- 
ant Oakland County prosecutor, at the 
February meeting of the PONTIOAK 
CHAPTER (Pontiac, Mich.). Members 
and guests from the DETROIT TRAN- 
SCRIPT CHAPTER (Mich.) enjoyed the 
interesting lie detector test demonstra- 


tion. 
. * . 


There was “music in the air” when 
the PITTSBURGH CHAPTER (Pa.) spon- 
sored a “Night at the Symphony” on 
February 18 for the benefit of the 
Scholarship Fund. Guest conductor of 
the Pittsburgh Symphony was Andre 


Kostelanetz. 
* +. * 


Members of the MCKEESPORT CHAP- 
TER (Pa.) heard Rev. Charles V. Reeder 
of the Glassport Presbyterian Church 
relate some of his experiences as a mis- 
sionary in China at a recent meeting. 


* * * 


NSAers of the CLEAR-PENN CHAP- 
TER (Clearfield, Pa.) addressed 30,000 
envelopes for the Easter Seal Campaign 
and set up a card index for the Clear- 
field County Society for Crippled Chil- 
dren and Adults. 

* * * 


Future plans for the DETROIT TRAN- 
SCRIPT CHAPTER ( Mich. ) include a busi- 
ness theory course for the secretary, se- 
lection of a local Secretary-of-the-Year 
and NSW activities. 


* * * 


The ALLEGHENY-VALLEY CHAPTER'S 
(New Kensington, Pa.) First Secretary 
Workshop produced a varied and inter- 
esting program. International Business 
Machines Corporation gave a demon- 
stration of new machines. Lectures in- 
cluded such topics as business corres- 
pondence; fashion for the secretary; 
management; and personality adjust- 


ment. 
* * * 


TV viewers were pleasantly surprised 
to see members of the CROSSROADS OF 
AMERICA CHAPTER (Indianapolis, Ind. ) 
on the “Breakfast with Chuckles” show 
recently. Member Edith Roach won a 
beautiful orchid for being the “Best 
Neighbor” of the week and several mem- 
bers were mentioned for their “goofy 
hats.” The entire proceeds of this pro- 
gram were added to the chapter treasury. 
Congratulations also to the chapter for 
beginning the year right with the initia- 
tion of thirty new members in January! 

* * * 


A new chapter in a new state was the 
accomplishment of the BEACON HILL 





CHAPTER (Boston, Mass.) when the 
MANCHESTER CHAPTER (N. H.) was 
installed on January 30. New members 
are looking forward to the New Eng- 
land Conference to be held in April, 
sponsored by the SPRINGFIELD CHAPTER 
(Mass. ). 
* * * 

YO-MaA-O CHAPTER'S ( Youngstown, 
O.) Ninth Annual Boss Night, held 
February 17, was staged in typical 
“Mardi Gras” style, with balloons, paper 
hats, confetti, streamers and masques. 
The Minstrel Show, put on by the chap- 
ter's glee club, “The Keynoters,” was the 
hit of the evening. Russell McKay, 
president of the Home Savings & Loan 
Company, was crowned Boss-of-the-Year 
and the chapter’s first CPS holder, Ruth 
Layshock, was presented her highly- 
deserved pin. 

* * * 

Civic-minded members of the CON- 
ESTOGA CHAPTER (Lancaster, Pa.) aided 
in the registration at the X-Ray unit re- 
cently. The March 5 food sale success- 
fully enriched the chapter's treasury. 


* * * 


The BRIDGEPORT CHAPTER (Conn.) 
was awarded a Certificate of Service 
from the City “in recognition of more 
than 100 hours of Red Feather volunteer 
service to the community in 1954 
through the Volunteer Bureau.” Notifi- 
cation was received that three members 
successfully passed the CPS examina- 
tion: Naomi Denton, Jean Marsh, and 
Mrs. Katherine Sunden. 

* * . 


Members of the FRAMINGHAM CHAP- 
TER (Mass.) took a trip through eight 
European countries via a narrated travel 
film presented at the February metting 
by Mr. and Mrs. Roger Maconi, directors 
of a local agency. Boss Night plans were 
finalized at the March gathering. 


















Hostessing PORTLAND CHAPTER’S (Me.) 
Valentine Membership Tea are Mrs. Ar- 
lene Edes, Mrs. Janet McEwen, Anne 
Blake and Chapter President Mrs. Cath- 
erine D. Timpany. 
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Welcome 


New 


Chapters 


MESA, ARIZONA 
( Superstition Chapter ) 
President 
Mrs. Julia Kmetko 
240 W. 9th Place, North 
Vice President 
Dolly Keahey 
O. Pox 74 
Corresponding Secretary 
Mrs. Cora M. Steadman 
548 N. Robson Street 
Recording Secretary __ 
Mrs. Kathrine J. Kinsey 
525 W. Robin Avenue 
Treasurer 
Helen L. Berenbrok 
516 S. Mesa Drive 
OWENSBORO, KENTUCKY 
(Yellow Banks Chapter) 
President 
Mrs. Claire DeLacey 
407 Bolivar 
Vice President 
Martine Hector 
714 E. 9th Street 
Secretary 
. Viola Speer 
H. Warren, M.D. 
507 W. 7th Street 
Treasurer 
ay Lydia Greenwell 
R.R. #3 Livermore Road 


Changes in 


NORWALK, CONN. 
Recording Secretary 
Mrs. Madelyn W. Lincoln 
Ellen Street 


PHILADELPHIA, PA. 
( Philadelphia Chapter ) 
President 
Miss Helen Clapp 
5138 Greene Street 
Philadelphia 44, Pa. 


PONTIAC, MICHIGAN 
President 
Miss Mary E. Lockman 
43 Mohawk Road 


ROANOKE, VIRGINIA 
President 

Mrs. Dorothy Maxey 

P. O. Box 451 

Vinton, Va. 
SPRINGFIELD, MISSOURI 
Treasurer 

Faye Misner 

409 Woodruff Bidg. 
ALIQUIPPA, PA. 
Treasurer 

Phyllis Biego 

1712 Tyler Sereet 
ALTOONA, PA. 

Horseshoe Seep 


Altoona .. 
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MANCHESTER, N. H. 

(Manchester Chapter ) 
President 

Shirlee Marchand 

364 Manchester Street 
Vice President 

T. Lucille Stewart 

92 Middle Street 
Corresponding Secretar) 

Katherine Thomas 

111 Pine Street 
Recording Secretary 

Lucille Beliveau 

507 Montgomery Street 
Treasurer 

Mrs. Marjorie D. Griffin 

Shirley Park 


TUSCALOOSA, ALABAMA 

( Tuscaloosa Chapter ) 
President 

Mrs. Frances M. Harrell 

P. O. Box 1653 

University, Alabama 
First Vice President 

Mrs. Edna Winters 

Bryce Hospital, Station 3 
Second Vice President 

Mrs. Lois Byars 

Alabama Power Co. 

1812—Sth Street 
Secretary 

Mrs. ‘Lillian H. Pollard 

F. Goodrich Co. 

Eurall Highway 
Treasurer 

Mrs. Ondean McPherson 

The Bryce Hosp., Station 3 


SANTA FE, NEW MEXICO 
(Santa Fe Chapter ) 
President 
Mrs. Elizabeth Zinn 
Rancho Elisa 
Minor, Mee & Co. 
Vice President 
Mrs. Ernestine Evans 
1420 Santa Rosa 
Corresponding Secretary 
Louise H. Smith 
Box 905 
Recording Secretary 
Mrs. Barbara F. Nunlist 
419 Washington 
Treasurer 
Mrs. Susan Hawkins Ross 
Santa Fe, New Mexico 


Chapter 
Officer Directory 


BURBANK, CALIF. 
Corresponding Secretary 
_ Me mm Lauer 


4 Oxnard Street, 8, 


Now Hollywood, Calif. 


EUGENE, OREGON 
President 
Mrs. Fay Harris 
910 Lincoln Street 
FRANKLIN, PA. 
President 
Mrs. Marie Wike 
Star Route 
Vice President 
Mrs. Marie Shull 
935 Elm Street 
GREENSBORO, N. C. 


Treasurer 
— Due Huffines 
1 


ou 
Gibsonville, N. € 
HICKORY, N. C. 


President 
Miss Mildred Drum 
x 283 


Conover, N. C. 

Vice President 
Miss Helen Abernethy 
321—9th Street, N.W. 
Hickory, N. C. 





Home Study Courses 
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Economics x242—Labor Problems 
Prerequisite: A basic course in general principles of 
economics. 
Credit: 2 hours secretarial certificate credit. 
Tuition: $10. 


Economics x248—Personnel Administration 
Prerequisite: A basic course in general principles of 
economics. 
Credit: 3 semester hours college credit. Tuition: $15. 


Management x245—Office Management 
Prerequisite: Accountancy x105 or equivalent and a 
course in general principles of economics. 
Credit: 3 semester hours college credit. Tuition: $15. 


Psychology x100—General Principles of Psychology 
Prerequisite: One year college work or work experi- 
ence. 

Credit: 4 semester hours college credit. Tuition: $20. 


Rhetoric x151—Business English 
Prerequisite: Completion of a college course in Rhet- 
oric or submission of a letter of application for en- 
rollment, indicating acceptable basic command of Eng- 
lish composition. 
Credit: 3 semester hours college work. Tuition: $15. 


The courses specifically recommended to candidates for 
the CPS exam are: Accountancy x105; Business Education 
x112; Business Law x100; Economics x248; Management 
x245; Psychology x100, and Rhetoric x151. 


Inquiries for further information and application blanks 
should be addressed to Correspondence Courses, Universi- 
ty of Illinois, 725 South Wright Street, Champaign, Illinois. 


The establishment of this program is a big step forward 
in the effort to broaden the scope of secretarial training to 
meet the needs of top-level secretaries. While these courses 
in no way carry the approval or endorsement of the Insti- 
tute for Certifying Secretaries, it has been advised of the 
purpose and content of the courses. 








MT. CLEMENTS, MICHIGAN 
President 

Mrs. Lois Murphy 

same address. 


HOT SPRINGS, ARK. 
President 
Miss Juanita Humphrey 
c/o Dierks Lumber Co., 
Coal Co. 
Mt. Pine, Ark. 


KANSAS CITY, MISSOURI 
(Heart of America) 
President 


Miss Ruth M. Baier 
240 N. 22nd Street 


MOBILE, ALABAMA 

Secretary 
Mrs. Dorothy C. Leamy resigned. 
Miss Orline Florey 
218 Summerville Cr. Apt. 22B 


STATE OFFICERS 


Kansas City, Kansas CAROLINAS 
KEWANEE, ILLINOIS President 
President Rosa Miller 
Miss Lillie E. Pedersen P. O. Box 672 _ , 
116 Maple Avenue Hickory, North Carolina 
LOS ANGELES, CALIF. NATIONAL iCOMMITTEE 
(Wilshire Chapter ) MEMBERSH 
President Mrs. nell Miller N.W. 
Miss Merita McCoy 4031 S anan Drive 


resigned—no replacement. Portland 19, Oregon 
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The Secretary salutes . 


Members of OEMI 


... for their able co-sponsorship of NSW 


Acme Visible Records, Inc. 

Crozet, Virginia 
Visible Record Systems, Acme Visible Card and Pocket Equip- 
ment, Super-Visible Vertical Visible Equipment, Flexoline 
Equipment and Super-Visible Panels for Photo Reproduction. 

Addressograph-Multigraph Corporation 

1200 Babbitt Road 

Cleveland 17, Ohio 
Addressograph Division: Addressing, Name Data, Description 
and Figure Writing, Accounting, Imprinting, and Identifying 
Machines, Supplies and Accessories. Electronic Printers and 
Auxiliary Equipment. 
Multigraph Division: Duplicating and Imprinting Machines, 
Folding Machines, Accessories and Supplies. 

Art Metal Construction Company 

Jamestown, New York 
Metal Filing Equipment, Metal Desks, Aluminum Office Chairs, 
Metal Safes, Metal Shelving, Visible Record Equipment, Filing 
Systems and Supplies. 

Bentson Manufacturing Co., Inc., The 

636-652 N. Highland Avenue 

Aurora, Illinois 
Steel Office Furniture Including Vertical Filing Cabinets, X-Ray 
Film Filing Cabinets, Blue Print Cabinets, Desks and Tables 
and Special Items to Specifications. 

Browne-Morse Company 

Muskegon, Michigan 
Steel Office Furniture, Aluminum Chairs, Filing Supplies, Lab- 
oratory Equipment, Hospital Case Work, Fume Hoods. 

Burroughs Corporation 

Detroit 32, Michigan 
Adding, accounting, bookkeeping, calculating, billing, statisti- 
cal, cash registering, and ticket-issuing machines; microfilming 
equipment and supplies; carbon paper, roll paper, ribbons, and 
other business machine supplies; electronic computing systems 
and laboratory testing equipment. 

Clary Multiplier Corporation 

408 Junipero Street 

San Gabriel, California 
Electric and hand adding machines, electrically and hand op- 
erated cash registers. 

Columbia Ribbon & Carbon Mfg. Co., Inc. 

Glen Cove, New York 
Portable Gelatine Roll Duplicator, Carbon Papers and all types 
of Inked Ribbons, Duplicator Supplies—Gelatine Rolls, Hecto- 
graph Inks, Carbons, Pencils, Direct Process Fluids and Car- 
bons, Stencil Inks, Hand Cleaner, Sensitized and Direct Image 
Offset Paper Plates and Supplies. 

Columbia Steel Equipment Company 

1500 N. 3rd Street 

Philadelphia 40, Pennsylvania 
Steel Office Furniture: Columbia, Apex, Colonial, Atlas. 

Commercial Controls Corporation 

P. O. Box 372 

Rochester 2, New York 
Flexowriter, tape-controlled automatic typewriter, Justowriter, 
tape-controlled composing machine, Mailroom equipment, in- 
cluding letter and parcel post scales, mailroom table and sort- 
ing racks, envelope openers, envelope sealers, automatic Stamp 
Vending Machines, mailMasters, which open, stamp and seal 
mail, and Multipost Stamp Affixers, Coupon tickets and pro- 
duction control systems, Ticketograph machine for imprinting 
the coupon tickets. 

Ralph C. Coxhead Corporation 

720 Frelinghuysen Avenue 

Newark 5, New Jersey 
Vari-Typer Office Composing Machines, Coxhead Office Com- 
posing Machines, Coxhead-Liner Photo Composing Machines. 

A. B. Dick Company 

5700 West Touhy Avenue 

Chicago 31, Illinois 
Duplicating Machines and Supplies. 
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Dictaphone Corporation 

420 Lexington Avenue 

New York 17, New York 
Dictating Machines and Recording Equipment. 

Diebold, Inc. 

Canton 2, Ohio 
Rotary Filing Equipment, Visible Record Binders, V-Line Post- 
ing Trays, Cycle Billing Desks and Trays, Tradex Vertical Visi- 
ble Equipment, Blank and Printed Forms, Guides, Steel Storage 
Files, Microfilming Equipment. 

Ditto, Incorporated 

Harrison at Oakley Blvd. 

Chicago 12, Illinois 
Duplicating Machines and Supplies. 

Domore Chair Company, Inc. 

Elkhart, Indiana 
Clerical, Executive, Factory and Conventional Chairs. 

Thomas A. Edison, Incorporated 

51 Lakeside Avenue 

West Orange, New Jersey 
Edison Voicewriter, Edison TeleVoicewriter, Dictating Inseru- 
ment Accessories. 

Friden Calculating Machine Co., Inc. 

San Leandro, California 
Calculating Machines, Adding Machines. 

General Fireproofing Co., The 

Youngstown 1, Ohio 
Filing Cabinets, Desks, Tables, Shelving, Aluminum Chairs; 
Courthouse, Bank and Laboratory Equipment. 

Globe-Wernicke Co., The 

Carthage Avenue—Norwood 

Cincinnati 12, Ohio 
Steel Filing Cabinets, Desks, Tables, Visible Record Equip- 
ment, Filing Supplies and Systems, Stationers Goods and Office 
Accessories, Storage Cabinets and Wardrobes, Cello-Clip Map 
and Plan File, Steel Shelving, Special Steel Equipment, Steel 
Library Equipment, Steel TECHNIPLAN Equipment. 

Haloid Company, The 

Rochester 3, New York 
XeroX xerographic equipment and supplies. 

Hamilton Manufacturing Corporation 

1503 Cottage Avenue 

Columbus, Indiana 
Secretarial, Executive, Side, Industrial Office Chairs. 

Harter Corporation 

Sturgis, Michigan 
Steel office chairs, steel posture office chairs, typewriter stands, 
special business machines stands. 

International Business Machines Corporation 

590 Madison Avenue 

New York 22, New York 
Electronic and Electric Punched Card Accounting Machines 
and Service Bureau Facilities, Proof Machines, Electric Type- 
writers, Electric Test Scoring Machines, Electronic and Electric 
Time Systems, Attendance Time Recorders, job Cost Recorders, 
Time Stamps, Program Signaling Systems, Recording Door 
Locks, Nurses’ Call Systems. 

Invincible Metal Furniture Company 

Manitowoc, Wisconsin 
Steel Filing Cabinets, Desks, Cupboards, Counters and Auxiliary 
Steel Equipment. 

McBee Company, The 

Athens, Ohio 
Keysort, Marginally Punched Cards and Machines, Unit Analy- 
sis, Comparative Reports, Waxspot Forms, The McBee Binding 
Machine, Steel Posting Trays and Special Cabinets. 

Marchant Calculators, Inc. 

Oakland 8, California 
Electric Automatic Calculators, “The Figuremaster and the Fig- 
urematic,” Electronic Computers, “The Marchant Miniac.” 

(continued on next page) 
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Metal Office Furniture Company 

Grand Rapids, Michigan 
Steelcase Business Equipment, Steel Filing Cabinets, Desks and 
Tables, Office Chairs, Office Furniture. 

Monroe Calculating Machine Company 

Orange, New Jersey 
Adding-Calculators, Adding, Accounting and Bookkeeping Ma- 
chines, Check Writers and Signers. 

Moore Business Forms, Inc. 

900 Buffalo Avenue 

Niagara Falls, New York 
Continuous Forms, Autographic Registers and Stationery, Sales 
and Record Books, Speedisets, Manifold Products. 

National Cash Register Company, The 

Dayton 9, Ohio 
Cash Registers, Accounting Machines, Adding Machines, Sales 
Books, Hotel Guest Checks, Business Records and Supplies, and 
Porous Rubber Stamps. 

Pitney-Bowes, Inc. 

Stamford, Connecticut 
Postage Meters, Mailing Machines, Envelope Sealers, Letter 
Opening Machines, Mailing Scales, Mail Room Furniture and 
Equipment, Folding Machines, Counting and Imprinting Ma- 
chines, Endorsing and Check Signing Machines, Tax Stamping 
Machines and Meters, Validating Machines and Meters. 

Remington Rand, Inc. 

315 Fourth Avenue 

New York 10, New York 
Adding and Calculating Machines, Typewriters, Carbon Paper, 
Ribbons, Duplicating Supplies, Accounting and Tabulating Ma- 
chines, Wood and Steel Filing Equipment, Indexing Systems, 
Loose Leaf Devices, Insulated Record Protection Products, Pho- 
tographic Recording Products, Visible Record Systems, Office 
Furniture, Museum Cases, Library Furniture, Electronic Com- 
puting Devices (UNIVAC), Industrial Television (Color— 
also black and white). 

Royal Typewriter Company, Inc. 

Two Park Avenue 

New York 16, New York 
Typewriters (Standard Machines, Electrics and Portables), Rib- 
bons and Carbons. 

Security Steel Equipment Corporation 

Avenel, New Jersey 
Complete Line of Steel Office Furniture, Including Desks, Filing 
Cabinets, Tables, Storage Cabinets, Special Contract Fabricating. 

Shaw-Walker Company, The 

Chrysler Building 

42nd & Lexington Avenue 

New York 17, New York 
Office Furniture, Filing Equipment, Safes, Financial and Com- 
mercial Accounting Systems, Special Printed and Lithographed 
Record and Accounting Forms and Indexing, Loose-Leaf Ac- 
counting Devices and Accessories, Ledger Trays and Accessory 
Equipment for Accounting Machines, Fire Insulated Ledger 
Desks and Filing Cabinets, Payroll Systems, Vertical Indexing 
Systems, Card Indexing Systems. 

Smith-Corona, Inc. 

701 East Washington Street 

Syracuse 1, New York 
Typewriters, Adding and Duplicating Machines, Ribbons and 
Carbon Paper. 

Standard Duplicating Machines Corporation 

Everett 49, Massachusetts 
Fluid Duplicating Machines, Duplicating Supplies, Envelope 
Sealers. 

Standard — Company, The 

Dayton 1, 
pede ; —n Printed Forms and Accessories for Regis- 
ters, Continuous and Unit Set Printed Forms for Business Ma- 
chines, The Standard Registrator Platen and Auxiliary Form 
Feeding and Handling Devices. 

Stromberg Time Corporation 

135 South Main Street 

Thomaston, Connecticut 
Electric Time Systems, Employee's Time Recorders, Job Time 
Recorders, Time Stamps, Program Signalling Systems, Nurses’ 
Call Systems, Time Card Racks. 

Todd Company, Inc., The 

Rochester 3, New York 
Protectograph- Checkwriting and Check Signing Machines, The 
Imprinter (for imprinting bank checks), Payroll, Dividend 
and General Disbursement Systems, Protod- Greenbac Checks, 
the ABC Payroll System, Bank Checks, Stationery, Leather 
Goods, Spot Carbonized Checks and Forms, Continuous Forms 
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(checks only), Management Message Check System, Register 
Check—Personal Money Order. 

UARCO Incorporated 

141 West Jackson Boulevard 

Chicago 4, Illinois 
Continuous business forms, with or without one-time carbon 
paper interleaved, autographic registers, devices and supple- 
mentary equipment for business machines. 

Underwood Corporation 

One Park Avenue 

New York 16, New York 
Typewriters, Accounting and Adding Machines, Ribbons and 
Carbon Paper, Punched Card Equipment, Electronic Computers 
and Components. 

Victor Adding Machine Co. 

3900 North Rockwell Street 

Chicago 18, Illinois 
Adding Machines, Cash Registers. 

Yawman and Erbe Mfg. Co. 

1099 Jay Street 

Rochester 3, New York 
Steel Desks and Filing Cabinets, Visible Record Equipment, 
Filing Systems and Filing Supplies. 


FOR MR. EXECUTIVE... 


(continued from page 22) 


By 1865 the first open market quotation on scrap was 
made in a Boston paper. Shortly thereafter a predecessor to 
the American Iron & Steel institute began publishing 
prices, and since that time they have been carried regularly 
by trade papers, as well as many dailies. 

Meanwhile, the scrap industry was progressing from pre- 
paring its scrap with a chisel, a sledge and a strong back 
to cutting torches, magnets, grapples and enormous buckets. 

Today the industry is as modern as any other and makes 
use of every mechanical or labor-saving device possible. 
Trucks have replaced the horse and wagon, hydraulic baling 
presses simplify loading and shipping, and the shear and 
oxy-acetylene torch complete the mechanized yard. 

Scrap has always been a highly individualistic industry 
and even today has been termed “the last outpost of strictly 
free enterprise in the iron and steel industry.” But two wars 
—with insatiable needs for steel—could not fail to bring 
it to the category of big business. So it organized its asso- 
ciation—the Institute of Scrap Iron & Steel—and recog- 
nized its place in the economy of the country. Grades were 
standardized, prices were nation-wide, and consumption 
grew—from 26 million tons in 1917 to more than 69 mil- 
lion in 1953. 

In 1954 scrap became so recognized as a national indus- 
try of vital importance that scrap steel was added to the list 
of commodities traded on one of the country’s largest fu- 
tures markets, the Chicago Mercantile Exchange. The great- 
grandson of the peddler can now sit in his office, buy his 
scrap a thousand miles away by telephone, look at the price 
on the Exchange as it appears on the ticker tape, and 
“hedge” his purchase through his broker on the Exchange 
floor—just as the cotton man can on the Cotton Exchange, 
or the grain man on the Board of Trade. 

So has this “steel cinderella” found the prince with the 
glass slipper and emerged as a princess in its own right— 
a deathless princess whose progeny lives no man knows 
where! What will next be the life of the Queen Mary’s plates 
—rolled from scrap taken from World War I German war- 
ships? Or where next will appear the steel girders of the 
new bridge crossing the Potomac at Washington taken 
from the sides of the French liner “Normandie”? 

When next you see a load of scrap—or a yard full— 
don’t sneer at its battered and rusty look! It may have a 
longer “family tree” than you! 


The Secretar) 








Now Marie's days are fun...yours can be,too! 
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In days before TIME-MASTER* came, Marie was in a 
tizzy « Her boss would call her to dictate when she 
was wildly busy + Or keep her overtime. Though 
when her desk was cleared by two he’d never have a 
thing to write or want or say or do. 





2 Then he discovered Dictaphone TIME-MASTER. Now 
she’s heady with joy, ’cause Boss works when he wants. 
She types when she is ready. She doesn’t mind hard 
work, but needless pressure now is done « She finds 
with TIME-MASTER dictation every day is fun. 








3 Pick up the mike and think out loud . . . Boss works 
that easily! + With clear Dictabelt recordings, it’s as 
easy for Marie to hear each word her boss has said. 
Repeat he never need + Marie controls back-spacing, 
volume, tone and even speed. 











4 No pile-up, tie-up, overtime that doesn’t have to be « 
TIME-MASTER helps them both accomplish more, more 
rapidly + You'll work much easier, maybe see more 
money in your pay « If you and your boss try dic- 
tation this efficient way. 








*The complete name is Dictaphone TIME-MASTER dictating machine. 


DICTAPHONE...FIRST IN SALES AND SERVICE OF DICTATING MACHINES THE WORLD AROUND 





DICTAPHONE 


TIME- MASTER DICTATING MACHINE DICTAPHONE, TIME-MASTER AND DICTABELT ARE REGISTERED TRADE-MARKS OF DICTAPHONE CORPORATION 


DICTAPHONE CORPORATION, Dept. T-45 
420 Lexington Ave., New York 17, N. Y. 


(] Please send me all the facts about how my boss and 
I can work easier and better with Dictaphone TIME- 
MASTER. 


And don’t forget to send, FREE, my copy of Letter 
Perfect—the 84-page secretary’s handbook. (Regular 
price: 50¢.) 
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Hail, Queen of the nation’s business, 


you're trumps with us! 


On the occasion of National Secretaries Week, may we ® 
remind you that your preference for Royal has made it the 
typewriter preferred 24 to 1 by people in business who type? 


So, thanks again from the people who build the typewriter STANDARD * CARBON-RIBBON « ELECTRIC 
with you, the operator, in mind. PORTABLE ¢ ROYTYPE® BUSINESS SUPPLIES 


The Royal Typewriter Company, Division of Royal McBee Corporation 








